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Introduction

New merchant who wants to work as suppliers, contractors, manufacturers, distributors and consultants
with the Government of the Philippines must mandatorily register on the Modernized Government
Electronic Procurement System (mGEPS). This manual is for the merchant users who will be registering
themselves or their organization on the Modernized Government Electronic Procurement System
(mGEPS). This manual informs the users about process, fields/ form involved in registration. The manual
guides the user in creation of his Login Id, fill in the online registration form and apply for registration. It
also helps merchants to maintain their profiles and create sub users. This Login Id created by the
merchants will be use the by the merchants for performing operations on the mGEPS.

System Structure
MGEPS — Red Merchant is a module of larger web application Modernized Government Electronic
Procurement System (MmGEPS) that can be accessed anywhere in the Philippines as long as an internet
connection is available.

Web Browsers that can Access the System:
Google Chrome

Mozilla Firefox

Internet Explorer (version 11)
Safari

Main Users of the System:

Merchant have two Types of users; (1) Merchant Coordinator and (2) Merchant User. Merchant
Coordinator is a user who shall be performing the operations of coordinator, apart from the other
Transactional operations on behalf of merchant organization. Merchant Users are the users who
shall perform Transactional operations on behalf of merchant organization. In this manual, the
focus will be on merchant coordinators and merchant users.

Login Access:

Merchants are required to sign up create their usernames for their Merchant Coordinator. The
Merchant Coordinator will in turn create logins for other users. A valid login ID and password is
required before they can perform any of the items listed below. For creation of your login ID,
please refer section User ID creation and apply red registration.

User Access Rights:

Merchant user is entitled to perform the following access or commands:

Merchants Coordinator e Delete My ID
e Apply For Red Registration

e Sub-user management (Add, Edit,
Activate/deactivate merchant user)

e View, Update Organization Profile

e Upgrade Membership to Platinum
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Edit Bid Match Profile and Bid Match Results
View (result)

View Organization Activity Log
View Own Activity Log View
Download, Participate Invited Opportunities

View, Download, Participate My
Opportunities

View, Accept My Awarded Notices
View/Download Open Opportunities
View/Download Former Opportunities
View Award Notices

View AMP Awarded Notices

View Annual Procurement Plan

View Directory

View of Dashboard Analytics

Edit Own Profile

Merchant User

View, Organization Profile

Editing Bid Match Profile and Bid Match
Results View (result)

View Own Activity Log

View, Download, Participate Invited
Opportunities

View, Participate My Opportunities
View, Accept My Awarded Notices

View, Download, Participate Invited
Opportunities

View, Download, Participate My
Opportunities

View/Download Open Opportunities
View/Download Former Opportunities
View Award Notices

View AMP Awarded Notices

View Annual Procurement Plan

View Directory

Edit Own Profile

View of Dashboard Analytics
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Getting Started

This section will illustrate the step by step walkthrough of the system from initiation through exit. The
logical arrangement of the information shall enable the user to fully understand the flow and functionality
of the system.

Part I. Red Registration

A. Landing Page

System URL or link is https://www.philgeps.gov.ph/

1. Menus in Landing Page

PS_mGEps BULLETIN BOARD OPENDATA LOGIN SIGNUP v CONTACTUS

Welcome to mGEPS

The mGEPS is the single, centralized electronic portal that serves as the primary/and definitive 'source of
information on 'government procurement.

The following are the Menus in the landing page:

o Home —the page after selecting the url

e About -
e Announcement
e Services

e Bulletin Board

e Open Data
e Login

e Signup

e Contact
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B. User ID creation

Step1: Open Landing Page

HOME  ABOUT ~ ANNOUNCEMENT SERVICES BULLETIN BOARD OPENDATA LOGIN CONTACT US

Merchant Registration

Observer Registration

Step2: Select “Signup”

HOME  ABOUT » ANNOUNCEMENT SERVICES BULLETIN BOARD OPENDATA LOGIN CONTACT US

Merchant Registration

Observer Registration

Step3: Select “Merchant Registration”. This opens the red registration form.

Registration Form

Login Details

User Name:* Password:* Confirm Password:*

[ Tip: Password should be Minimum 8 characters long and must contain at
least 1 Alphabet, 1 Number. Special Characters are optional. Permitted
special characters are [EEE R Ramg"]

Hint Question:* Hint Answer:*
Select Question
Organization Details
Location:*
Select Location

|

Contact Person Detai

Salutation:*
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Salutation:*
Select Salutation v
First Name:* Middle Name : Last Name:*
Gender:* Position:"
Select Gender v
Landline Area Code:* Landline Number:* Landline Extension:
Fax Area Code: Fax Number: Fax Extension:
Country Code :* Mobile Number:* Email Address:*
63
Send OTP to Email
User Name:* Password:* Confirm Password:*
[Tip: Password should be Minimum & characters long and must contain at
least 1 Alphabet, 1 Number. Special Characters are optional. Permitted
special characters are [ELr R AmeR |
Hint Question:* Hint Answer:*
Select Question v

Step 4: Fill in the “User Name”. This can be Alphanumeric (Min6-max30), dot, dash and permitted accented

character.

User Name:™

merchantl

User Name already Exists.Try Another.

Available:
1) merchal9

Z) mercha-118

3) mercha.1118

Step 5: In case if the “User Name” already exist. The mGEPS will suggest 3 User Names. The Merchant user can
choose the User Name from the suggested user names or fill in any other user name which the user wishes to keep

for further operations on the mGEPS.

Password:"

Confirm Password:*

spedial characters are [@#3%"&'+-=7""]

[ Tip : Password should be Minimum 8 characters long and must contain at
least 1 Alphabet, 1 Number. Special Characters are optional. Permitted
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Step 6: Fill in the password. The Password can be Alphanumeric (Min.8-Max.30), Required at least 1 Alphabet, 1
Number and Special Characters are optional The permitted special characters are |@#5%*&'+-=?A,

Confirm Password:*

Fassword did not match

Step 7: Fill in the confirm Password. This password should be same as Password. “Password did not match” is
displayed in case password does not match.

Select Question
Which is your favorite restaurant ?

Which is your favorite color ?
2

What is your best friends name ?

What is your pet name ?

Which is your favorite Movie ?

What is your favorite pastime ?

Who is your crush

What is your mothers maiden name ?
What is your fathers middle name ?
What is the name of your first school ?

Which is your favorite song ?

| Select Question i w

Flease Salect the Hint Question

Step 8: Choose the security question as desired.

Hint Question:* Hint Answer:*

Which is your favorite color 7 ~ ‘ ‘ blug

Step 9: Fill in the Answer of the security question. User should remember Answer to this security question, As it will
be asked during the reset of password.

Location:* Form Of Organization:*

Local hd ‘ | ‘Select Company Type hd

Please select Form Of Organization

Step 10: Select Location as local or Foreign, as per Location of your organization. The other fields and their options
are populated based on location selected.
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Hint Question:* i A 3
] Select Company Type I

l Which is your favorite color? ¥
Corporation

| Individual Local Consultant

Single Proprietorship

Organization Details
Partnership

Location:* Cooperative

| i "
l Local EI | i Single Proprietorship

Step 11: Upon selection of location as “Local”. “Form of Organization” is populated Single Proprietorship/
Partnership/ Corporation/Cooperative/Individual Local Consultant. Select the “Form of Organization” as per the
form, of your organization.

Organization Details
Location:* Form Of Organization:*
‘ Local ‘ Corporation
nization Name: ness Tax n Number:
ization N| * Busil Taot Identification Number:*

MERCHANT ORGAMIZATION 1 ‘ | |

Please enter Business Tax ldentification Number

Step 12: On selection of any Form of Organization, other than Individual Local Consultant. The Organization Name
field is editable, where merchant needs to fill the name of his organization. This can be Alphabet, numbers, [dot],
[dash], [&] with space and permitted accented characters only(Max 350 characters).

Organization Details
Location:* Form Of Organization:*
‘ Local ‘ Individual Local Consultant
Organization Name:* Business Tax |dentification Number:*

Please enter Business Tax ldentification Number

[Mote : Organization name will be auto generated from first, middle and
last name]
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Step 13: In case Individual Local Consultant is selected. The organization Name field is not editable, it is auto-
populated from consultant’s First name, Middle name and Last name. The prefix whether Mr. or Ms. is added based
on Gender selected.

Location:* Form Of Organization:*

Foreign i ‘ [ [SelectCompanyType

Select Company Type

Business Registration Number:* Individual Foreign Consultant

Foreign Company Crganization

Please enter Business Registration Number

Step 14: Alternatively, if Location “Foreign” is selected. Form of Organization is populated as Foreign Company
Organization/ Individual Foreign Consultant. Select the Form of Organization as per the form, of your organization.

Location:* Form Of Organization:*

Foreign ~ ‘ ‘ Foreign Company Organization ~ ‘
Organization Name:* Business Registration Number:*

MERCHANT QRGANIZATION 1| ‘ ABC/o1/0012 ‘

Step 15: On selection of any type, other than Individual Foreign Consultant. The organization Name field is editable,
where merchant needs to fill the name of his organization. This can be Alphabet, numbers, [dot], [dash],[&] with
space and permitted accented characters only(Max 350 characters).

Location:™ Form Of Organization:*

Forsign i ‘ ‘ Individual Foreign Consultant =

Organization Name:*

[Mote : Organization name will be auto generated from first, middle and
last name]
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Step 16: In case Individual Foreign Consultant is selected. The organization Name field is not editable, it is auto
Populated from consultant’s First name, Middle name and Last name. The prefix whether Mr. or Ms. is added based

on Gender selected.

Location:*

Form Of Organization:*

Local

e | | Corporation g ‘

Organization Name:*

Business Tax ldentification Number:*

MERCHANT ORGANIZATION 1

| 952456789 ‘

Step 17: Fill Business Tax ldentification Number. In case of local organization this can be only numeric min 9
characters and max 20 character and in case of foreign organization it can be alphanumeric.

Salutation:*

E

First Name:*

Middle Name :

Arnold

Gender:*

Last Namez*

Peredo

‘ Male

Position:*

Manager Administration

Landline Area Code:*

Landline Number:*

Landline Extension:

‘ 032

2456789

Fax Area Code:

Fax Number:

Country Code :*

Mobile Number:*

‘53

| | 8924567894

Send OTP to Email

Step 18: Fill in contact person details as per table below. If mandatory box or fields are left unanswered, a prompt
message will appear beneath the boxes and user will be asked for the certain field to be filled up.

Field Name Mandatory Description
Salutation Yes Merchant need to select the salutation. This can be
Mr., Ms., Atty., Engr., Arch., Dr. etc.
First Name Yes Merchant needs to fill the first name of the contact person.
This can be characters max size 60.
Middle Name No Merchant can fill the middle name. This can be characters max
size 60.
Last Name Yes Merchant needs to fill last name of the contact person. This
can be characters max size 60.
Gender Yes Merchant needs to fill in the Gender of contact person. This
can be Male/Female
Position Yes Merchant needs to fill in the Position of contact person. This
can be characters max size 60.
Landline Area Code Yes Merchant needs to fill in the Area for Landline Number of
contact person. This can be numbers only.
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Landline Number Yes Merchant needs to fill in the Landline Number of contact
person. This can be numbers only.

Landline Extension No Merchant may fill in the Extension for Landline Number of
contact person. This can be numbers only.

Fax Area Code No Merchant may fill in the Area Code for Fax Number of contact
person. This can be numbers only.

Fax Number No Merchant may fill in the Fax Number of contact person. This
can be numbers only.

Fax Extension No Merchant may fill in the Extension for Fax Number of contact
person. This can be numbers only.

Country Code Yes In case of Location is Local the country code is fix 63, whereas
if the location is foreign, the country code is editable. This can
be numbers only.

Mobile number Yes Merchant needs to fill in the Mobile Number of contact
person. This can be numbers only. Minimum 9 and max 15.
Email Address Yes Merchant needs to fill in the Email-id of contact person. This

email id should be unique and if already exists, system will
prompt the user.

Step 19: Select “Send OTP to Email” to get the One Time Password for this registration and for the system to verify

that the email provided is valid.

OTP Send

The OTP has been Sent To Your Email Successfully

Step 20: System will pop up a message “The OTP has been sent To your Email Successfully”. Select “OK” to close the

pop up.

Uear Mr Arnold Peredo |

verification process on the mPhilGEFS ponal
Please sex details helow:
Date: O7-Aug- 20019

(¥FIP - 75282

I'hanks.,

Unit 018 Kaffles Corparate Cendes,
¥ Cirtigas Ir. K, Orizgas Center,
Fasig City

Meeri Manila
Phillippines

00§

Modsrnized Governmant s-Procursmant System PS-PhIGEPRS

Please he noified that dhe sysiem has genemsed e (V0P upon successful creation of
Ked Kegranation wer 113 om mihiliEPS portal, Plesse ener this O 10 complete your

Please note that the €FT is valid for 3 minuies cnly. Yous user id will be activaied only
afier eniering the camect CFTF in the mPRKGERS portal.

Philippine Governmens Flectronic Procurement Sysiem

PE-MGEPS Sample Fooser

Red Registration Manual

Page 12 of 76




Step 21: Check your email.

OTP Verification:*

03m:27s

Your OTF is valid For 5 Minutes.

Step 22: Fill in the OTP received. This OTP is valid for 5 Minutes.

Your OTP hos been expired.Pleose Resend OTR.

=

Step 23: In case OTP has expired, merchant will get the message “Your OTP Expired, Please Resend OTP.” Select
“Resend OTP” button resend OTP.

Registration

Do you want to cancel?

Step 24: Alternatively, if merchant want to cancel the form and selects “Cancel”. System will confirm do you want
to cancel. Select “Yes” to and “No” to close the confirmation box.

PS-PhilGEPS Login

Login Instructions LOG IN

Selection of user type: select the user type

from drop down. :
Select Login as v
Merchant: for all merchants.

Agency | Observer: for all agency users, and
CSO / observer users.

User name for log in: provide the user name
{ login ID for your account in the "user name'
entry box.

Password for log in: please provide the
password in the password entry box.

Log In: after providing user name and
password click the button ‘Login’. You can also
press the ‘enter’ button of your keyboard.
Forgot Password: if you have forgot the
password, click the button 'Forgot Password'
and follow the instructions to reset your
password.

LOGIN

FORGOT PASSWORD ?
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Step 25: After filling the OTP, and if the OTP has matched, system will prompt a message “OTP Verified successfully”.
The merchant will be taken to Login Page. The user created will become merchant coordinator for the merchant
organization.

C. System Log-in for Merchant Users

PS-mGEPS HOME ABOUT v ANNOUNCEMENT SERVICES BULLETINBOARD OPENDATA LOGIN SIGNUP v CONTACTUS

Welcome to mGEPS

The mGEPS is the single, centralized electronic portal that serves as the primary/and definitive 'source of
information on government procurement.

Step 1: Type the MGEPS url or link : https://www.philgeps.gov.ph/

Step 2: In landing page select “LOGIN” menu Item.

HOME LOGIN  REGISTERNOW  CSOREGISTRATION | Date:07-23-2018 16:42:27

Modernized Government e-Procurement System
mGEPS

mGEPS Login

Login Instructions

Selection of user type: select the user type from drop
down.

Merchant: for all merchants. o
Agency | Observer: for all agency users, and CSO /
observer users.

User name for log in: provide the user name / login ID
for your account in the 'user name’ entry box.

‘ User Name

Password for log in: please provide the password in the ‘ Password
password entry box. :

Log In: after providing user name and password click the
button ‘Login’. You can also press the ‘enter’ button of
your keyboard. FORGOT PASSWORD 2
Forgot Password: if you have forgot the password, click
the button 'Forgot Password' and follow the instructions
to reset your password.

Step 3: In first box of drop-down field, choose Log in type. Select Login as “Merchant”

Step 4: In second box or text field, type or key in the username provided during the userid registration
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Step 5: In third box or text field, type the password then select “LOG IN” button.

Login Instructions

Selection of user type: select the user type from drop
down.

Select Login as

Merchant: for all merchants.

Agency | Observer: for all agency users, and CSO /
observer users.

User needs ect login type
User name for log in: provide the user name / login ID
for your account in the 'user name’ entry box. o=
Password for log in: please provide the password in the
password entry box.

Log In: after providing user name and password click the

button ‘Login’ You can also press the ‘enter’ button of Password

your keyboard.

User needs to key in username

Forgot Password: if you have forgot the password, click
the button 'Forgot Password' and follow the instructions

User needs to key in pas
to reset your password.

LOGIN FORGOT PASSWORD ?

Step 6: If any of the box or fields are left unanswered, a prompt message will appear and user will be asked for the
certain field to be filled up.

HOME LOGIN REGISTER NOW CSO REGISTRATION Date: 07-23-2018 17:03:13

mGEPS Login

You have entered an invalid User Name or Password

Login Instructions

Selection of user type: select the user type from drop
down.

Merchant: for ll merchants.

Agency | Observer: for all agency users, and CSO /
observer users.

Select Login as o
User name for log in: provide the user name / login ID

| UserName
for your account in the 'user name" entry box. e
Password for log in: please provide the password in the Password ‘

password entry box.
Log In: after providing user name and password click the
button ‘Login’. You can also press the ‘enter’ button of
your keyboard. FORGOT PASSWORD 2
Forgot Password: if you have forgot the password, click
the button "Forgot Password" and follow the instructions
to reset your password.

Step 7: If Incorrect username or password, a prompt message will be shown, and user needs to key in correct
username and password.

Pending Task

Step 8: Successful login will route the system to pending task of the user on the MGEPS system.
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D. Application for Red Registration

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)

Pending Task Dashboard Analytics

—

Apply for Red Registration Delete My ID

Click @

OR

Dashboard Apply for Red Delete My 1D
Analytics Registration

Step 2: Select “Apply for Red Registration” from Pending Task. Alternatively, merchant can also select “Menu”
icon on top right of screen and Select “Apply for Red Registration”.

Apply for Red Registration

Red Registration Form

Organization Name:* Organization Type :* Business Category:*
WERCHANT ORGANISATION 3

Select Organization Type | Clear Al

Location:* Form Of Organization:*

ory Clear All

Corporation Details

Capitalization:* Business Tax Identification Number:*
1234567890
SEC Certificate Humber: SEC Registration Date:*
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Local Organization Address

Country:*

Philippines
Region:* Province:* City/Municipality :*

Select Region A Select Province v Select City/Municipality A
Street Address:* Zip Code:"

Bank Account Details

Bank Name: Branch Code: Bank Branch:

Account Name: Account Number:

Upload Supporting Document

Document(.pdf with 5MB Max.Size):*
Choose File
Please Upload SEC Certificate

| hereby certifiy that the information contained herein are true and accurate*

Step 3: Red Registration Form gets displayed with the details of some of the fields previously filled. The registration
Form has 5 Sections i.e. Red Registration Form, Organization Details, Organization Address, Bank Account Details,
Upload Supporting Document. Fields in these sections, depends on their Form of Organization.

Red Registration Form

Organization Name:* Organization Type :* Business Category:*

MERCHANT ORGANISATION 3

Location:*

Local

Select Qrganization Type

Form Of Organization:*

Clear All

Select Business Clear All

~ Corporation ~

Step 4: Section Red Registration form has following fields based on the Form of Organization. If mandatory box or
fields are left unanswered, a prompt message will appear beneath the boxes and user will be asked for the certain

field to be filled up.

Field Name Applicable to Form of Editable | Mandatory Description
Organization

Organization | For all Form of No Yes The value of this field will be same as filled

Name Organization during user id creation. The merchant cannot
change the value of this field.

Organization | For all Form of Yes Yes Merchant needs to select at least one

Type Organization Organization Type. Merchant can select multiple
Organization Type.
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Business Single Proprietorship, Yes Yes Merchant needs to select at least one Business
Category Partnership, Corporation, Category. Merchant can select multiple Business
Cooperative, Foreign Category.
Company
Field of Individual Local Consultant | Yes Yes Merchant needs to select at least one Field of
Expertise and Individual Foreign Expertise. Merchant can select multiple Field of
Consultant Expertise.
Location For all Form of No Yes The value of this field will be same as filled
Organization during user id creation. The merchant cannot
change the value of this field.
Form of For all Form of No Yes The value of this field will be same as filled
Organization | Organization during user id creation. The merchant cannot
change the value of this field.

Organization Type

Select All

Consultancy
Distributor

General Contractor
General Merchandize
Information Technology
Manufacturer
Merchant Org Type Test
OthersAndEverything
Services

Solutions Provider

System integrator

Save Cancel

Step 5: Select “Organization Type” button. This will open a popup select the Items which is applicable to your

organization

Organization Type

Select All
#| Consultancy
Distributor
General Contractor
General Merchandize
#| Information Technology
Manufacturer
Merchant Org Type Test
OthersAndEverything
Services
Solutions Provider

System integrator

Save Cancel
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Step 6: Select “Save” button to save the selected items. Alternatively, merchant can select “Cancel” or “Close icon”
to close the popup, if not willing to save the selected item or willing to close the popup without selecting any item.

Red Registration Form

Organization Name:* Organization Type :* Business Category:*

MERCHANT ORGANISATION 3 Consultancy,Information Technology

T — Select Business Category | Clear Al

Location:* Form Of Organization:*

Local A Corporation A

Business Category

Search:

Select All

Lighting Fixfures and Accessories
Adnesives and sealants

Software

Chiclken processing machinery and eguipment
Textile and fabric machinery and accessories
Machined forgings

Minerals and ores and metals

Laboratory supplies and fixtures

Housings and cabinets and casings

Mass transfer equipment

Accounting and bookkeeping services

Dried organic vegetables

Measuring and observing and testing instruments

Save Cancel

Step 7: Select “Select Business Category” button. This will open a popup select the Items which is applicable to
your organization.

Business Category

Search:

Select All

4

Lighting Fixtures and Accessories
Adhesives and sealants

LY

Software

Chicken processing machinery and equipment
Textile and fabric machinery and accessories
Machined forgings

Minerals and ores and metals

Laboratory supplies and fixtures

Housings and cabinets and casings

Mass transfer equipment

Accounting and bookkeeping services

Dried organic vegetables

Measuring and cbserving and testing instruments

Save Cancel
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Step 8: Select “Save” button to select the items. Alternatively, merchant can select “Cancel” or “Close icon” to
close the popup, if not willing to save the selected item or willing to close the popup without selecting any item.

Organization Name:*

Location:®

Local

MERCHANT ORGANISATION 3

Organization Type :*

Red Registration Form

Business Category:®

Consultancy,Information Technology

Lighting Fixtures and Accessories Software

Select Organization Type | Clear All

Form Of Organization:™

v Corporation

Select Business Category | Clear All

Step 9: Section Organization details has following fields based on the Form of Organization. Name of this section
also differs based on form of organization. If mandatory box or fields are left unanswered, a prompt message will
appear beneath the boxes and user will be asked for the certain field to be filled up.

Field Name Applicable to Form of | Editable | Mandatory Description
Organization
Capitalization For all Form of Yes Yes Merchant needs to fill his capitalization. This can
Organization except be numeric, 20 digits maximum.
Individual local
consultant and
Individual foreign
consultant
Business Tax For all Local Form of No Yes The value of this field will be same as filled during
Identification Organization. user id creation. The merchant cannot change
Number the value of this field.
DTI Certificate For Single Yes Yes Merchant needs to fill his DTI Certificate
Number Proprietorship Number. This can be numeric, 60 digits
maximum.
DTI Registration For Single Yes Yes Merchant needs to select his DTl Registration
Date Proprietorship date.
Expiration Date For Single Yes Yes Merchant needs to select his DTl Registration
Proprietorship Expiration date.
Signatory For Single Yes Yes Merchant needs to select his DTl Registration
Proprietorship Certificate signatory name.
DTI Business For Single Yes Yes Merchant needs to select his DTI Business Scope.
Scope Proprietorship This can be National Regional
City / Municipality, Barangay.
SEC Certificate For Partnership, Yes Yes Merchant needs to fill his SEC Certificate
Number Corporation. Number. This can be numeric, 60 digits
maximum.
SEC Registration | For Partnership, Yes Yes Merchant needs to select his SEC Certificate
Date Corporation. date.
CDA/NEA For Cooperative. Yes Yes Merchant needs to fill CDA/NEA Registration
Registration Number. This can be numeric, 60 digits
Number maximum.
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CDA/NEA For Cooperative. Yes Yes Merchant needs to select his CDA/NEA
Registration Registration date.
Date
Expiration Date For Cooperative. Yes Yes Merchant needs to select his CDA/NEA
Registration Expiration date
Field of Expertise | For Individual local Yes Yes Merchant needs to select field of Expertise.
consultant, Individual
foreign consultant.
Business For Foreign Company/ Yes No The value of this field will be same as filled during
Registration Organization. user id creation. The merchant cannot change
Number the value of this field.
Business For Foreign Company/ Yes Yes Merchant needs to select his Business
Registration Organization. Registration Date.
Date

Corporation Details

Capitalization:*

Business Tax Identification Number:*

‘ 42345678 | | 1234567890 |
SEC Certificate Number:* SEC Registration Date:*
‘ 452678 | | 02-Aug-2019 |

I. Screen for Corporation Details

Single Proprietorship Details

Capitalization:*

Business Tax Identification Number:*

| 421542

| 1234567890

DTI Certificate Humber:*

DTI Registration Date:*

Expiration Date:*

| 254125 | | 01-Aug-2019 ‘ ‘ 31-Jul-2020
Signatory:* DTl Business Scope:*
| Arnold Peredo | | National v‘

Il. Screen for Single Proprietorship

Partnership Details

Capitalization:*

Business Tax Identification Number:*

‘ 250425 | 1234567890
SEC Certificate Number:* SEC Registration Date:*
‘ 2420141 | ‘ 01-Aug-2019

lll. Screen for Partnership

Cooperative Details

Capitalization:*

Business Tax Identification Number:*

‘ 412422424

Expiration Date:*

| 123456789

‘ 01-Aug-2020 |
CDA/NEA Number:* CDA/NEA Registration Date:*
‘ 421052 | | 01-Aug-2019
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IV. Screen for Cooperative

Individual Local Consultant Details

Business Tax Ildentification Number:*

1234567890

Field of Expertise:*

Software,Information Technology Service Delivery

Select Field of Expertise | Clear All

V. Screen for Individual Local Consultant Details

Individual Foreign Consultant Details

Field of Expertise:*

Lighting Fixtures and Accessories Machined forgings

Select Field of Expertise Clear All

VL. Screen for Individual Foreign Consultant Details

Foreign Company/Organization Details

Capitalization:*

‘ 42105605 |
Business Registration Number:* Business Registration Date:*
1234567890 ‘ 01-Aug-2019

VII. Screen for Foreign Company Details
Step 10: Fill in the Organization details as per table mention above.

Step 11: Section Organization Address has fields based on Location.

al Organization Addre

Country:*
Philippines
Region:* Province:* City/Municipality =
REGION | {(ILOCOS REGION) V| | ILOCOS SUR ~ ‘ ‘ BANTAY ~
Street Address:* Zip Code:*
| 45 Demelo Road, Bantay | | 2727 ‘
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For Location “Local” following fields are available. Fill in the details as below. If mandatory box or fields are left
unanswered, a prompt message will appear beneath the boxes and user will be asked for the certain field to be filled

up.

Field Name Editable Mandatory | Description

Country No NA Country code is fixed 63 for Philippines.

Region Selectable | Yes Merchant needs to select region from the
available list.

Province Selectable | Yes Merchant needs to select Province from the
available list.

City / Selectable | Yes Merchant needs to select Province from the

Municipality available list.

Street Address Yes Yes Merchant needs to fill Street Address it can be
200 Alpha Numeric max.

Zip Code Yes Yes Merchant needs to fill Zip Code be it can be
numeric.

Foreign Organization Address

City Name:* Country Name:* State/Province Name:*

‘ Pune | India V| | Maharashira

Street Address:* Zip Code:*
42, Kakade Plaza | ‘ 4111058 |

For Location Foreign following fields are available. Fill in the details as below. If mandatory box or fields are left
unanswered, a prompt message will appear beneath the boxes and user will be asked for the certain field to be filled

up.

Field Name Editable | Mandatory | Description

Yes Yes Merchant needs to fill Country Name it must be

Country Name
4 50 characters max.

. Yes Yes Merchant needs to fill City Name it must be 50
City Name
characters max.
State / Province Yes Yes Merchant needs to fill State /Province Name it
Name can be 50 characters max.
Yes Yes Merchant needs to fill Street Address it can be
Street Address .
200 Alpha Numeric max.
. Yes Yes Merchant needs to fill Zip Code be it can be
Zip Code .
numeric.
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Bank Account Details

Bank Name: Branch Code: Bank Branch:

| Metobank | | 421D2| ‘ JTC Mall |

Account Name: Account Number:

| Arnold Peredo | | 4210544 |

Step 12: Section Bank Account details has following fields. This section is non mandatory. Fill in the details below.

Field Name Editable | Mandatory | Description

Yes No Merchant needs to fill in Bank Name. It can be

Bank Name
50 characters max.

Yes No Merchant needs to fill in Branch Code. It can be

Branch Code .
20 numerical max.

Yes No Merchant needs to fill in Bank Branch. It can be

Bank branch
50 characters max.

Yes No Merchant needs to fill in Account Holders

Account Name
Name. It can be 50 characters max.

Yes No Merchant needs to fill in Account Number. It

Account Number
can be 50 characters max.

Upload Supporting Document

Document(.pdf with 5MB Max.Size):*
Browse

Please Upload SEC Certificate

Step 13: Select browse button to upload supporting documents.

=] hereby certifiy that the information contained herein are true and accurate®

Step 14: Select the check box to certify that the information is true and accurate.

Red Registration

Do you want to submit Red application?

=1E=]

Step 15: Select “Submit” button to submit the form. The system will prompt “Do you want to submit the form?”
Select “YES” to submit the form and “NO” to close the popup.
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MGEPS

Successful Submitted Application

Ok

Step 16: Upon submission system will prompt a message “Successfully submitted Application”.

Red Registration

Are you sure you want to discard application?

e [ o

Step 17: To cancel, select “cancel” button. The system will prompt “Are you sure you want to discard application?”
Select “YES” to discard and go to dashboard and “NO” to close the popup and to be on the form.

E. User ID Deletion

In case the merchant does not want to continue with the same username, merchant can delete his Id,
until the application is not submitted for approval or the application is rejected.

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)

Pending Task

Dashboard Analytics

S—

Apply for Red Registration Delete My ID

Click®

OR

Dashbocard Apply for Red Celete My ID
Analytics Registration
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Step 2: Select “Delete My ID” from Pending Task. Alternatively, merchant can also select “Menu” icon on top right
of screen and Select “Delete My ID”. This will display the user’s profile details.

Delete My Profile Back

Profile Details

User Hame :* First Hame :* Last Name:*

merchnatd Merchant Organisation Four

Organization Name:*

MR MERCHANT ORGANISATION FOUR

Delete My Prafils

Step 3: To delete select “Delete My Profile” button.

Merchant

Do you want to delete your [D 7

s | o

Step 4: System will prompt a message for confirmation “Do you want to delete your ID?” Select “YES” to delete the
id. “NO” to close the prompt box.

MGEPS

Your Id is Deleted. You can Re-apply for Registration

Step 5: System will log the merchant out and prompt a confirmation message “Your Id is Deleted. You can Re-apply
for Registration”. Select “OK” to close the popup.

Update My Profile

Do you want to cancel update my profile?

ves [ o

Step 6: To Cancel, select “Cancel” System will prompt a message for confirmation “Do you want to cancel update
my profile?” Select “YES” to go to pending task. “NO” to close the prompt box. Alternatively, merchant can also
Select” Back” button the go to pending task.
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F. View and printing of Red Registration

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)

Pending Task

Dashboard Analytics

View Registration Status 1

OR
Dashboard View
Anahytics Organization
Profile

After submitting the application, the merchant can view its red registration status

Step 2: Select the count “1” of View Registration Status on pending task. Alternatively, merchant can also select

“Menu” icon on top right of screen and Select “View organization profile”. This will display the Organization profile
of the merchant.

Qrganization

Merchant Sub Menu

£y )

\ﬁ;a-w Sub:l.-Jser Up-d:ale Upngr:i-de to
Organization Management Organization Platinum
Profile Profile

After the red registration is approved.

Select “Menu” icon on top right of screen. Select “Organization” and Select “View organization profile”. This will
display the Organization profile of the merchant.

Red Registration Manual Page 27 of 76



View Red Registration

My Contaci ails

Salutation Mr First Name Arnold

Middle Hame Last Name Peredo

Gender Male Position Manager Administration
Landline Area Code 032 Landline Humber 2456789

Landline Extension Number

Fax Area Code Fax Number

Fax Extension Number

Country Code 63 Mobile Number 892456782101234

Email Address aperedo@mailinatorcom

View of My Contact Details under View Red Registration.

‘Organization Details

Organization Name MERCHANT ORGANISATION 3 Form Of Organization Corporation

Business Category Software,Information Technology Service Delivery

Location local Organization Type Information Technology,System integrator
Business Tax Identification Number 1234567890

Corporation Details

Capitalization £42015425.00

SEC Certificate Number 254215 SEC Registration Date 01-Aug-2019

View of My Contact Details under View Red Registration. The details will be auto populated as filled during the
application for Red Registration.

ocal Organ n Address

Country Name Philippines Region REGION | (ILOCOS REGION)
Province ILOCOS SUR City/Municipality BANTAY
Street Address 43 Demalo Zip Code 2727

Bank Account Details

Bank Name Metobank Branch Code 42102
Bank Branch JTC Mall Account Name Amnold Peredo
Account Number 4210544

Uploaded Supporting Document

Uploaded Supporting Document

2186_Test pdf
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Local Organization Address

Country Name Philippines Region REGION | (ILOCOS REGION)
Province ILOCOS SUR City/Municipality BANTAY

Street Address 43 Demalo Zip Code 2727

Bank Name Metobank Branch Code 42102

Bank Branch JTC Mall Account Name Arnold Peredo

Account Number 4210544

Uploaded Supporting Document

Uploaded Supporting Document

1565442186_Test pdf

View of Organization Address, Bank Details, Uploaded supporting documents.

Status

Red Pending Approval

No Records Found

List of Active Users of the Merchant Organization
R

View of Status of Red Application and list of users is displayed. Red Application of the merchant once applied or
reapplied, the status will be Red Pending Approval.

Print
Printer
Name: | Samsung ML-1640 Series (USB0OT)

Status:  Ready
Typs:  Samsung Universal Print Driver 3
Where:  USBOOT

Commert

Osges fomi ] w[i ]

Print range: Copies

@A Humber of copies: |1

143 3 Collate
— 23 [y

x

uppliers/view/276

~| | Propeties

[ Prirt to file

First Name

Cacel

Last Name

Gender Male
Landline Area Code 032
Landline Extension Number

Fax Area Code

Fax Extension Number

Country Code 63

Email Address

Position

Landline Number

Fax Number

Mobile Number

aperedo@mailinator.com

we @ | Q search

Amold
Peredo
Manager Administration

2456789

892456782101234

oOmnoD® f{
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Step 3: Merchant can select “Print” button. This will open a print view page with details auto populated. This will
also open the print dialogue box. Select the desired printer and other print options and select “OK” to print or
cancel to close the print dialogue box.

G. Reapply for Red Registration

In case merchant red application is rejected, merchant can view its Red Registration status and rejection comments.
Merchant needs to resolve the discrepancies and Reapply for Red Registration.

Step 1: Merchant Login into system and view red registration (Refer Section F. View and printing of Red
Registration)

Status Red Rejected

Comment Please fill correct organization type.

Step 2: Merchant red registration status “Red Rejected” is displayed. Merchant can view the comments and resolve
the discrepancies. Merchant can select “Back” button to go to Pending Task.

Pending Task Dashboard Analytics
— .

Re-apply For Red Registration
Delete ID

View Registration Status

Step 3: Select the count “1” across Re-apply For Red Registration.

OR

Dashboard Delete My ID Wiew Reapply Red

Analylics Organization Reqgistration
Profile

Alternatively, merchant can select “Menu” and select “Reapply Red Registration”. This will redirect the user to the
Edit My Organization Details page.

Red Registration Manual Page 30 of 76



Edit My Organization Details

ack
Red Registration Form
Organization Name:* Organization Type :* Business Category:”
MERCHANT ORGANISATION 3 Information Technology,System integrator Software, Information Technology Service Delivery

Select Organization Type Clear All Select Business Category Clear All

Location:* Form Of Organization:*

Local v Corporation v

Corporation Details

Capitalization:* Business Tax Identification Number:*
42015425 1234567890

SEC Certificate Number:* SEC Registration Date:”
254215 01-Aug-2019

Local Organization Address

Country:*

Philippines
Region:* Province:* City/Muncipality:*

REGICN | {(ILOCOS REGION) v ILOCOS SUR v BANTAY A
Street Address:” Zip Code:”

43 Demalo 2727

Bank Account Details

Bank Name: Branch Code: Bank Branch:
Metobank 42102 JTC Mall
Account Name: Account Number:
Arnold Peredo 4210544

Upload Supporting Document

Document(.pdf,.jpg,.zip with SMB Max. Size):*
Choose File
Please Upload Bussiness Registration Certificate

1565442186_Test pdf

/I hereby certify that the information contained herein are true and accurate”

Step 4: Merchant user needs to edit the details (for field details refer D. Application for Red Registration)

[ hereby certifiy that the information contained herein are true and accurate®

bmit
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Step 5: Select the check box to certify that the information is true and accurate.

Red Registration

Do you want to submit Red application?

F=l=]

Step 6: Select “Submit” button to submit the form. The system will prompt “Do you want to submit the form?”
Select “YES” to submit the form and “NO” to close the popup.

MGEPS

Successful Submitted Application

Step 7: Upon submission system will prompt a message “Successfully submitted Application”. This will take the
user to Pending Task Page. Merchant can view its registration status (refer F. View and printing of Red
Registration)

Red Registration

Are you sure you want to discard application?

=]

Step 8: To cancel, select “cancel” button. The system will prompt “Are you sure you want to discard application?”
Select “YES” to discard and go to Pending Task and “NO” to close the popup and to be on the form.

H. Merchant Info Edit Mechanism

ry 1
o p

Organization

Merchant Sub Menu

\"I;E-’l\( Sub:L-Jsel Up‘d‘ale Uprgr.‘i‘de to
Organization Management Organization Platinum
Profile Profile
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Step 1: After the red registration is approved. Select “Menu” icon on top right of screen. Select “Organization” and
Select “Update Organization profile”. This will display the Edit My Organization Details form.

Edit My Organization Details

Red Registration Form

Organization Name:* Organization Type :* Business Category:*

MERCHANT ORGANISATION 3 Information Technology,System integrator Software, Information Technology Service Delivery

Select Organization Type | Clear Al Select Business Category | Clear All

Location:* Form Of Organization:*

Local v Corporation v

Corporation Details

Capitalization:* Business Tax Identification Number:*
42015425 1234567890

SEC Certificate Number:* SEC Registration Date:”
254215 01-Aug-2019

Local Organization Address

Country:*

Philippines
Region:* Province:* City/Muncipality:*

REGICN | {(ILOCOS REGION) v ILOCOS SUR v BANTAY A
Street Address:” Zip Code:”

43 Demalo 2727

Bank Account Details

Bank Name:

Branch Code: Bank Branch:
Metobank 42102 JTC Mall
Account Name: Account Number:
Arnold Peredo 4210544

Upload Supporting Document

Document(.pdf,jpg,.zip with SMB Max. Size):"
Choose File
Please Upload Bussiness Registration Certificate

1565442186_Test pdf

)1 hereby certify that the information contained herein are true and accurate™

Step 2: Merchant user edit the details (for field details refer D. Application for Red Registration)

[ hereby certifiy that the information contained herein are true and accurate®

—_—————
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Step 3: Select the check box to certify that the information is true and accurate.

Update Red Registration

Do you want to Update Organization Profile?

==

Step 4: Select “Submit” button to submit the form. The system will prompt “Do you want to Update Organization
Profile” Select “YES” to submit the form and “NO” to close the popup.

MGEPS

Merchant Info Updated Sucessfully.

Step 5: Upon submission system will prompt a message “Merchant Info Updated Successfully”. This will take the user
to Pending Task Page. Merchant can view its registration status (refer F. View and printing of Red Registration)

Update Red Registration

Do you want to discard?

Step 6: To cancel, select “cancel” button. The system will prompt “Do you want to discard?” Select “YES” to discard
and go to Pending Task and “NO” to close the popup and to be on the form.
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Part Il. Manage Profile

A. Update Profile

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)

PS-mGEPS £22 Meru Date: 12-Aug-2019 6:19:17 PM W Amold Peredo

i
|
A

Step 2: Select Avatar, First Name and Last Name displayed on top right of the page. This will display an avatar
popup.

Amold Peredo

Step 3: Select ‘Profile” button. This will display Edit Profile page. This page has two section Login details, contact
persons details.

Edit Profile

Login Details

User Name :* Hint Question® : Hint Answer” :

merchant3 Which is your favorite color ? v blue

View Login details

Step 4: In Login details section user name field is not editable, whereas merchant can select any other Hint Question
and fill in the Hint Answer appropriately. The Answer to this Hint Question is asked by the system as additional
verification when user has forgotten his password.
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Salutation: *

Mr v

First Name :*

Arnold

Gender:*

Male v

Landline Area Code:”

032

Fax Area Code:

Country Code:*
63

Middle Name:

Position: *

Manager Administration

Landline Number:*

2456789

Fax Number:

Mobile Number: *

£02456782101234

Last Name:*

Peredo

Landline Extension Number:

Fax Extension Number:

Email Address:*

Contact Person Details

aperedo@mailinator.com

View Contact Person details

Step 5: Merchant can Edit the contact person details (for field details refer Step 15 of B. User Id Creation)

Update My Profile

Do you confirm all fields are correct and ready for saving?

=] =]

Step 6: Select “Submit” to update the profile. System will prompt for confirmation “Do you confirm all the fields
are correct and ready for saving”. Select “YES” to save the details. Select “NO” to close the prompt.

MGEPS

Successful saved.

Step 7: A confirmation message is displayed “Successful Saved”. This will save the updated details.

B. Change Password

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)

PS-mGEPS EEE Menu

Date: 12-Aug-2019 6:19:17 PM

w Amold Peredo

Step 2: Select Avatar, First Name and Last Name displayed on top right of the page. This will display an avatar

popup.
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Amold Peredo

Step 3: Select ‘Change Password” button.

Change Password

Password Details

0Old Password:*

Password:*

[ Tip :Password should be Minimum & characters long and must
contain at least 1 Alphabet, 1 Number. SPermitted special characters
IGHS%* 8+=74]

Confirm Passwerd:*

This will display Change Password page. This page has password details section.

Qld Password:®

Wrong old password

Step 4: Fill in the old password. In case old password is incorrect message is displayed “Wrong old password”.

Password:®

[ Tip :Password should be Minimum 3 characters long and must
contain at least 1 Alphabet, 1 Number. SPermitted special characters
l@#Es%™ &'+-=74]

Step 5: Fill New password. The new Password can be Alphanumeric (Min.8-Max.30 characters), Required at least 1
Alphabet, 1 Number and Special Characters are optional The permitted special characters are |@#5%*&'+-=?/.

Confirm Password:*
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Step 6: Fill in the confirm Password. This password should be same as Password. In case password does not match
message is prompted.

QOld Password:*

Password:*

[ Tip :Password should be Minimum & characters long and must
contain at least 1 Alphabet, 1 Number. SPermitted special characters
@5 % &'+-=7]

Confirm Password:*

Step 7: Select “Submit” button to change the password.

MGEPS

Password changed successfully.

Step 8: User will be logged out. A message “Password Changed Successfully”. The user henceforth can login with
new password.

C. Forgot Password

opre_user

| Password ‘

Step 1: Select “Forgot Password” button
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Merchant Forgot Password

Forgot Password Instructions ENTER DETAILS

Selection of user type: select the user type from drop down.
Merchant: for all merchants.

Agency [ Observer: for all agency users, and CSO / observer users.

User name for log in: provide the user name / login ID for your account
in the 'user name’ entry box.

Password for log in: please provide the password in the password entry
box.

Log In: after providing user name and password click the button ‘Login’.
You can also press the ‘enter’ button of your keyboard.

Forgot Password: if you have forgot the password, click the button
'Forgot Password’ and follow the instructions to reset your password.

Step 2: System will display forgot password page and will ask to fill Hint Answer of hint question.

Step 3: Select “Submit”

MGEPS

Password Reset link is sent to Your Registered Email

Step 4: A message “Password link is sent to your Registered email” is displayed.

Hello merchant3,
We recetved a request to reset the password for your e-Tenders account.

If you want to reset your password, click on the link below (or copy and paste the URL into your browser):
https://mgeps-uat.philoeps gov.ph/Users/forootpassverify/ ?check=YXBlcm Vkb0BtY WlsaW 5hd GO9vLmNwvb(Q%3D%3D & token=nnxUeJOAsO

This link takes you to a page where you can change your password.

If you don't want to reset your password, please ignore this message. Your password will not be reset.

Step 5: Email Notification with link change password will be sent to user email address. Select link to change
password

New Password: [Tip : Password should be Minimum 8 characters long and must
contain at least 1 Alphabet, 1 Number and permitted special
characters are !{@#5%"*&'+-=74"]

Confirm Password:

Step 6: Link will be routed to Change Password Page

Step 7: Key in New Password
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Step 8: To confirm new password, key-in new password in ‘Confirm Password’ box. If password does not match,
prompt message ‘New Password does not match’ will appear to notify user to key in again the new password.

Step 9: Select “Submit” button to accept new password. To abandon process and return to previous page, select
“Close” button.

Reset Password

Do you want to Submit & Create new password?

m

Step 10: System will prompt for confirmation “Do you want to submit and create new password?” Select “YES” to
submit and create new password, select “No” to close the prompt.

MGEPS

Password Created Successfully

Step 11: A confirmation message is displayed “Password created successfully” Select “OK” to close the message box.
The user will be navigated to login page.

D. Bid Match Criteria

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)

EEE Menu

Y

Bid Match
Criteriz

Step 2: Select “Menu” icon on top right of screen. Select “Bid Match Criteria”. A default bid match criteria is set

according to the organization’s Business Category/Field of Interest as selected during the red registration or creation
of user. This bid match criteria is displayed.

Bid Match Criteria

Notice Procurement PW t Funding Business Provi Approved Budget Approved Budget
Classification Mode rot:lrm o Instrument Category HOiREES Min Max

Software, Informati Inactive Select
on Technology ga=al=

Senvice Delivery

Edit
e ———
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Step 3: Select “Select” button and Select “Edit” Option. This will display form to Edit Bid Match criteria.

Edit Bid Match Criteria

Notice Classification: Procurement Mode: Applicable Procurement Rules:

Funding Instrument: Business Category: Province(Area Of Delivery):

Software,Information Technology Service Delivery

Select Funding Instrument Clear All Select Business Clear All Select Province Clear All

Edit Bid Matching Details

Select Notice Classification Clear All Select Procurement Mode Clear All Select Applicable Procurement Rules Clear All

Merchant user can select multiple option to create user specific bid match criteria. The bid notices under bid

match criteria will be displayed as per these bid match settings.

Step 4: Select “Select Notice Classification” button. Notice criteria classification popup is displayed. Select the

classification criteria as desired.

Notice Classification

[ select an

Goods- General Support Services
[ civil works-infra Project

M Goods

[l Consulting Semvices

Save Close

Step 5: Select “Save” button to save the criteria or “Close” button or “close icon” to close the popup.
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Field Name Description

Notice Classification Merchant needs to select available Notice Classification.
Merchant can select multiple values.

Procurement Mode Merchant needs to select available Procurement Mode.
Merchant can select multiple values.

Applicable Merchant needs to select available Procurement Rules.
Procurement Rules Merchant can select multiple values.
Funding Instrument Merchant needs to select available Funding Instrument.

Merchant can select multiple values.

Merchant needs to select available Business Category.

Business Categor
gory Merchant can select multiple values.

Merchant needs to select available Province. Merchant

Province .
can select multiple values.

Approved Min Budget Merchant can also fill minimum Approved budget.

Approved Max Budget Merchant can also fill Maximum Approved budget.

Step 6: Merchant user can select other field values per category above table.

Select Notice Classification | Clear All Select Procurement Mode | Clear All Select Applicable Procurement Rules | Clear All

Funding Instrument: Business Category: Province{Area Of Delivery):

Special Account - Locally Funded/iDomestic Grants Fund Software, Information Technology Service Delivery ALBAYANTIQUE
(03000000}

Select Funding Instrument | Clear All Select Business Category | Clear All Select Province | Clear Al

Approved Budget(Min): Approved Budget{Max):

Step 7: If the merchant wants to discard the changes Select “Cancel” system will prompt for confirmation “Are you
sure you want to discard the update of Bid Match?” Select “YES” to discard, the pending task is displayed to the user.
Select “NO” to be on Bid Match Criteria.

Bid Matching

Are you sure you want to discard the update of Bid Match?
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Step 8: Select “Submit” button.

Bid Matching

Do you want to submit bid Match form?

Step 9: System will prompt for confirmation “Do you want to submit bid Match form?” Select “YES” to save the bid
match criteria, select “NO” to close the prompt.

MGEPS

Bid Match saved successfully.

Step 10: A confirmation will be displayed “Bid Match saved successfully” Select “OK” to save the message box.
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Part lll. Sub User Management

A. Create Organization Sub User

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)

Menu

Organization

Step 2: Select “Menu” icon on top right of screen. Select “Organization”.

Merchant Sub Menu

View Sub-User Update Upgrade to
Organization Management Organization Platinum
Profile Profile

Step 3: This will open merchant sub menu. Select “Sub-User Management”. This will display the Sub User
Management List of the merchant. The “Sub-User Management” will be available only to merchant coordinator as
the rights to manage the sub-users are only for coordinators.

Sub-User Management List of(MERCHANT ORGANISATION 3)
Search by User Name Search by First Name Search by Middle Name Search by Last Name

Search by Email Address nn
i e e N

merchant3 Mr Arnold Peredo aperedo@mailinatorcom  MERCHANT ORGANISATION 2 07-Aug-2019 12-Aug-2019 Supplier Coordinator ~ Active

No Records Found

Step 4: Select “Add Sub User” button. This will popup Add User Form.
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Add User Form

Login Details

Organization Name* :

MERCHANT ORGANISATION 3

Salutation* :

Select Salutation

First Name* :

Gender:

Select Gender

Landline Area Code” :

Fax Area Code:

User Name* :

Contact Person Details

Middle Name :

Position® :

Landline Number* :

Fax Number:

Last Name* :

Landline Extension:

Fax Extension:

Country Code* :
63

Mobile Number* :

Email Address™ :

Step 5: Fill in the User Name. in case the user name already exists a message “User Name already Exists. User Name
already Exists. Try Another” is displayed. The user can be alphanumeric and must be of minimum 6 characters and

maximum 8 characters.

Field Name Mandatory Description

Salutation Yes Merchant needs to select the list of available salutation.

First Name Yes Merchant needs to fill the first name of the contact
person. This can be characters max size 60.

Middle Name No Merchant can fill the middle name. This can be
characters max size 60.

Last Name Yes Merchant needs to fill last name of the contact person.
This can be characters max size 60.
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Email Address

Gender Yes Merchant needs to fill in the Gender of contact person.
This can be Male/Female

Position Yes Merchant needs to fill in the Position of contact person.
This can be characters max size 60.

Yes Merchant needs to fill in the Area for Landline Number

Landline Area Code of contact person. This can be numbers only.

Yes Merchant needs to fill in the Landline Number of

Landline Number contact person. This can be numbers only.

No Merchant may fill in the Extension for Landline Number

Landline Extension of contact person. This can be numbers only.

No Merchant may fill in the Area Code for Fax Number of

Fax Area Code contact person. This can be numbers only.

No Merchant may fill in the Fax Number of contact person.

Fax Number This can be numbers only.

No Merchant may fill in the Extension for Fax Number of

Fax Extension contact person. This can be numbers only.

Country Code Yes In case of Location is Local the country code is fix 63,
whereas if the location is foreign, the country code is
editable. This can be numbers only.

Mobile number Yes Merchant needs to fill in the Mobile Number of contact
person. This can be numbers only. Minimum 9 and max
15.

Yes Merchant needs to fill in the Email Address of contact

person. This email address should be unique and if
already exist, system will prompt for the user to
provide new email address.

Step 6: Fill in the contact details of sub user as per above table.

Sub User

Do you confirm all fields are correct and ready for saving?

Step 7: Select “Submit” button. System will prompt for confirmation “Do you confirm all fields are correct and ready

for saving?” Select “YES” to submit the details, select “NO” to close the prompt.

Step 8: A confirmation message will be displayed “Sub User saved successfully”.

Sub User

Are you sure you want to discard application?
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Step 9: Merchant user can Select” Cancel” button. System will prompt for confirmation “Are you sure you want to
discard application?” Select “YES” to discard and close the filled form, select “NO” to stay on the form.

B. View Organization Sub User

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)

Organization

Step 2: Select “Menu” icon on top right of screen. Select “Organization”.

Merchant Sub Menu
Vléw Sun‘User Update Upgréde to
Organizati Organizati Platinum
Profile Profile

Step 3: This will open merchant sub menu. Select “Sub-User Management”. This will display the Sub User
Management List of the merchant. The merchant can search the Sub User by user name, First Name, Last Name and

Email.
Sub-User Management List of(MERCHANT ORGANISATION 3)
Add Sub User
Search by User Name Search by First Name Search by Middle Name Search by Last Name
Search by Email Address
User Name | Salutation First Name ﬁﬂdle L“t Email Address ‘Organization Name Reutsho Actions.
Date Mte
merchant3 Mr Amold Peredo aperedo@mailinatorcom MERCHANT 07-Aug-2019 Supplier Active
ORGANISATION 3 A\ug -2019 Coordinator
merchant31 =~ Mr Merchant Subuser merchant31mgeps@mailinatorcom ~ MERCHANT 13-Aug-2019 13- Supplier Active Select
OrganizationThree one ORGANISATION 3 Aug-2018 e
Edit

Deactivate User

View
—
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Step 4: Select “Select” button for the sub user. Select “View” option. This will display the sub user details.

View Sub User Details

Login Details

Organization Name MERCHANT ORGANISATION 3 User Name merchant31

Contact Person Details

Salutation Wr

First Name Merchant OrganizationThree Middle Name

Last Name Subuser One Gender Male

Position Sub User Landline Area Code 1234

Landline Number 12345867 Landline Extension

Fax Area Code Fax Number

Fax Extension Country Code 63

Mobile number 1234567890 Email Address merchant31mgeps@mailinator.com

Step 5: Select “Close” button or Close Icon to close the popup.

C. Edit Organization Sub User

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)

= Menu

Organization

Step 2: Select “Menu” icon on top right of screen. Select “Organization”.

Merchant Sub Menu

) ) Ty Ty

View Sub-User Update Upgrade to
Organization Management Organization Platinum
Profile Profile
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Step 3: This will open merchant sub menu. Select “Sub-User Management”. This will display the Sub User
Management List of the merchant. The merchant can search the Sub User by user name, First Name, Last Name and
Email.

Sub-User Management List of(MERCHANT ORGANISATION 3)
Add Sub User
Search by User Name Search by First Name Search by Middle Name Search by Last Name
- Middle Last o Registration Modified
User Name | Salutatiol First Name Email Add| o] tion Name
merchant3 Mr Arnald Peredo aperedo@mailinator.com MERCHANT 07-Aug-2019 12- Supplier Active
ORGANISATION 3 Aug-2018 Coordinator
merchant31  Mr Merchant Subuser merchant31mgeps@mailinator.com  MERCHANT 13-Aug-2019 13- Supplier Active Select
OrganizationThree One ORGANISATION 3 Aug-2019 s
Edit

Deactivate User

View

Step 4: Select “Select” button for the sub user. Select “Edit” option. This will display the Edit user Form.

Edit User Form

Laogin Details

Organization Name* : User Name* :

MERCHAMT ORGAMISATION 2 merchantd1

Contact Person Details

Salutation™® :
Mr -
First Hame* : Middle Name : Last Hame®* :
Merchant OrganizaticnThres Subuser One
Gender® : Position™® :
Male Lo Sub User
Landline Area Code:* Landline Number® : Landline Extension:
1234 1234587
Fax Area Code: Fax Humber: Fax Extension:
Country Code® : Molkile Number* : Email Address*® :
a3 1234587820 merchant21mgeps@mailinatos. com
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Field Name Mandatory Description

Salutation Yes Merchant needs to select the list of available salutation.

First Name Yes Merchant needs to fill the first name of the contact
person. This can be characters max size 60.

Middle Name No Merchant can fill the middle name. This can be
characters max size 60.

Last Name Yes Merchant needs to fill last name of the contact person.
This can be characters max size 60.

Gender Yes Merchant needs to fill in the Gender of contact person.
This can be Male/Female

Position Yes Merchant needs to fill in the Position of contact person.
This can be characters max size 60.

Yes Merchant needs to fill in the Area for Landline Number

Landline Area Code of contact person. This can be numbers only.

Yes Merchant needs to fill in the Landline Number of

Landline Number contact person. This can be numbers only.

No Merchant may fill in the Extension for Landline Number

Landline Extension of contact person. This can be numbers only.

No Merchant may fill in the Area Code for Fax Number of

Fax Area Code contact person. This can be numbers only.

No Merchant may fill in the Fax Number of contact person.

Fax Number This can be numbers only.

No Merchant may fill in the Extension for Fax Number of

Fax Extension contact person. This can be numbers only.

Country Code Yes In case of Location is Local the country code is fix 63,
whereas if the location is foreign, the country code is
editable. This can be numbers only.

Mobile number Yes Merchant needs to fill in the Mobile Number of contact
person. This can be numbers only. Minimum 9 and max
15.

Email Address Yes Not editable.

Step 5: Edit the fields as per table mention above. The field User Name and Email Address will not be editable.
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Sub User

Do you confirm all fields are correct and ready for saving?

Step 6: Select “Submit” button. System will prompt for confirmation “Do you confirm all fields are correct and ready
for saving?”. Select “YES” to submit the edited form and Select “NO” to close the popup.

Sub User

Are you sure you want to discard application?

Step 7: Select “Cancel” button. System will prompt for confirmation “Are you sure you want to discard application”.
Select “YES” to discard and close the Edited form. the Select “NO” to Edit the form.

Step 8: Upon Selecting “YES” The Edited form gets submitted. A confirmation message is displayed “Form saved
successfully”. Select “OK” to close the message box.

D. Activate/Deactivate Merchant User

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)

Organization

Step 2: Select “Menu” icon on top right of screen. Select “Organization”.

Merchant Sub Menu

View Sub-User Update Upgrade to
Organization Management Organization Platinum
Profile Profile
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Step 3: This will open merchant sub menu. Select “Sub-User Management”. This will display the Sub User
Management List of the merchant. The merchant can search the Sub User by user name, First Name, Last Name and

Email.

Sub-User Management List of(MERCHANT ORGANISATION 3)
Add Sub User
Search by User Name Search by FirstName Search by Middle Name Search by Last Name

Search by Email Address

Middle Last Registration
U Nar Email Add| o] tion Nai
Mm = S “M“

merchant3 Mr Arnold Peredo aperedo@mailinator.com MERCHANT 07-Aug-2019 Supplier Active
ORGANISATION 3 Aug 2018 Coordinator
merchant31  Mr Merchant Subuser merchant31mgeps@mailinator.com  MERCHANT 13-Aug-2019 13- Supplier Active Select
OrganizationThree One ORGANISATION 3 Aug-2018 s

Edit
Deactivate User

View
——

Step 4: Select “Select” button for the sub user. Select “Deactivate User” option. This will display the sub user
details.

Step 5: System will prompt for confirmation “Are you sure to Disable user account?”. Select “YES” to disable. Select
“NO” to close the prompt.

Merchant
Are you sure to Disable user account?

F=] ]

Step 6: A message confirmation message “Successfully disabled” will be displayed. Select “OK” to close the
message box. This will disable the status to the user.
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Part IV. View Audit Log

A. View Organization Activity Log

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)

Menu

Step 2: Select “Menu” icon on top right of screen. Select “Audit”.

Merchant Audit

(O} (0 (N Ny B -}
Urgan‘lzatlun eMark:etP\ace Bid Métchlng Bid Notice Bid A‘w ard AMP Aw ard
User Notices Notices
Step 3: Select “Organization User”. Merchant user audit details page is displayed.
Merchant User Audit Details E
. % Organization Activity Log Qwn Activity Log
Search by User Name Search by Last Name Search by First MName

Search by Organization Name nn
S ““

merchant3 Peredo Arnold MERCHANT ORGANISATION 3 Supplier Coordinator View Activity Details

merchant31 Subuser One Merchant MERCHANT ORGANISATION 3 Supplier View Activity Details

= previous next =

Page 1 of 1, showing 2 record(s) out of 2 total

Step 4: Select “Organization User Activity Log” Tab.

merchant31 | [gearch by Last Name Search by First Name

rganization Name nn

Search by

Step 5: Fill in the user name/ first name/last name under search criteria. Select Search Icon to search the user.
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merchant31 ‘ [gearch by Last Mame | Search by FirstName

Search by Organization Name “-

merchant31 Subuser One Merchant MERCHANT ORGANISATION 3 Supplier View Activity Details

Step 6: Select “View Activity Details” under action column. This will open merchant user audit page. This displays
activities of the user. (Activity, Activity details, Activity date and time., Browser data)

Merchant user audit for

From Date To Date
: Peredo Arnold

Update Enable Merchant User Name is - merchant31 Status - Acfivate User 13-Aug-2019 08:42 PM Device : Computer View Activity Details
0S :Windows 10
Browser : Firefox
1P :114.143 180146

View View Bid Match Criteria of Merchant Username is - merchant3 13-Aug-2019 07:29 PM Device : Computer View Activity Details
0S :Windows 10
Browser : Firefox
IP:114.142.180.146

View View Bid Match Criteria of Merchant Username is - merchant3 13-Aug-2019 06:56 PM Device : Computer View Activity Details
0% Windows 10
Browser : Firefox
IP:114.142.180.146

Update Edit Bid Matching of Merchant Username is - merchant3 13-Aug-2019 06:56 PM Device : Computer View Activity Details
0S8 : Windows 10
Browser : Firefox
IP:114.142.180.146

View View Bid Match Criteria of Merchant Username is - merchant3 13-Aug-2019 06:55 PM Device : Computer View Activity Details
0S8 : Windows 10
Browser : Firefox
1P :114.143 180146

siew Bid Match Criteria of Merchant llsemame ismerchant 12:2010:2010 N6 271 Pl deyice Computer  View Activity Dafaile |

Step 7: Select the from date and to date or Fill in the Key Word, Select Search Icon to Search the activity based on
to date or key word or both.

rword

Merchant user audit for 11-Aug-2019
: Peredo Arnold

[0 [aug_J2019 -] © :
“ 4 Me Tu We Th FroSs S T “

Update Enable Merchant User Na ser 13-Aug-2019 08:42PM Device : Computer View Activity Details
4 7| 8| 9/ 10 08 : Windows 10
11 12 Browser : Firefox

IP: 114143180146

View View Bid Match Criteria of 13-Aug-2019 07:29 PM Device : Computer View Activity Details
L 0S5 :Windows 10

Browser : Firefox

Step 8: Select “Export to Excel” button, to Export the activities to Excel document.

mgeps-uat.philgeps.gov.ph/F- X
C @ @ https://mgeps-uat.phil h, ationAudits/mer_ v_activity_details/276 LI B+ 1 no®ee =
h
& print « | Details Activity Date and Time Browser Data Action
Device : Computer
Gi | - e
Updd lrchant3] Status - Activate User  13-Aug-2019 08:42 PM OS = Windows 10 g o 4 ctivity Details
Select Prrter Browser : Firefox
IP - 114.143.180.146
M Adobe PDF M Microsoft Prin Device - Compute(
= Microsoft XPS 05 - Windowe 10
View| @ HP Laserlet Professional M1213nf MFP P NPI3E6FCE (HI nt Username is - merchant3 13-Aug-2019 07:29 PM - - View Activity Details
Browser : Firefox
< > IP - 114.143.180.146
Status: Ready [CIPrrttofle %"S"‘Cgmi"mﬂul'gf
Location U is - merch Age : lows . . .
View Lo — nt is 13-Aug-2019 06:56 PM Broweer oo View Activity Details
IP - 114.143.180.146
Page Range Device : Computer
Al - e
Updq  © Nomber of coples bme is - merchant3 13-Aug-2019 06:56 PM OS = Windows 10 g 4 ctivity Details
Selection Curert Page Browser : Firefox
OPages e IP - 114.143.180.146
Erter ether a single page number or a single: _1)y _Z)g _3|j %ESV‘E{CV m(:;mpu;g(
View  Pagernge. Forsample 512 int Username is - merchant3 13-Aug-2019 06:55 PM - ows View Activity Details
Browser : Fircfox
IP - 114.143.180.146
Device - Computer
View View Bid Match Criteria of Merchant Username is - merchant3 13-Avg-2019 06:21 PM 05 Windows 10 e o 4 ctivity Details
Browser : Fircfox
IP - 114.143.180.146
Device - Computer
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Step 9: Merchant can select “Print” button. This will open a print view page with details auto populated. This will
also open the print dialogue box. Select the desired printer and other print options and select “OK” to print or cancel

to close the print dialogue box.

B. View Own Activity Log

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)

Audit

Step 2: Select “Menu” icon on top right of screen. Select “Audit”.

Merchant Audit

o -3 A A 1} B
Bid Notice Bid A.w ard AMP n':\w ard

Organization eMarketPlace Bid Matching
Notices HNotices

User

Step 3: Select “Organization User”. Merchant user audit details page is displayed.

Merchant User Audit Details E

Grganization Activity Log || { % :Own Adtivity Log

Activity Audit log for : Peredo Arnold
To Date nn Exportto excel Login / Logout Activity trail
“_ E—— _“

Enable Merchant User Hame is - meschant21 Status - Adivate User 13-Aug-2018 08:42 P Device : Computer View Activity Details
05 : Windows 10

Update
Browser : Firefox

IF: 114.142.180.148

View View Bid Match Criteria of Merchant Username is - merchant 13-Aug-2015 07:28 P Device : Computer View Activity Details
05 : Windows 10
Browser | Firefox

1P 114.142.180.146

13-Aug-2018 08:56 FM Device : Computer View Activity Details

View View Bid Match Criteria of Merchant Username is - merchant3 e
05 : Windows 10
Browser : Firefox

1P 11£.143.180.148
Edit Bid Matching of Merchant Usemame is - merchant2 13-Aug-2019 06:58 PM Device : Computer View Activity Details
05 : Windows 10
Browser : Firefox
1P 114.142.180.146

Update

13-Aug-2019 06:55 PM Device | Computer View Activity Details

View View Bid Match Criteria of Merchant Username is - mercnanta A 6:5
05 : Windows 10

Browser : Firefox
IF: 114.142.180.148

Step 4: Select “Own Activity Log” Tab. This will open merchant user audit page. This displays activities of the user.
(Activity, Activity details, Activity date and time., Browser data)
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Merchant User Audit Details E

Grganization Adtivity Log || % : Own Activity Log

Activity Audit log for : Parado Arnold

e __ m_“

Su Mo Tu We Th Fr 53 L4 yser Name is - merchant3! Status - Activate User 12-Aug-2018 08:42 FM Device : Computer View Activity Details
05 : Windows 10
: 2 Browser : Firefox
48 ¢ 7 & 8 1P 114.143.180.146

Update

View h Criteria of Merchant Username is - merchant3 13-Aug-2019 07:28 PM Device : Gomputer View Activity Details
0S : Windows 10
Browser : Firefox
1P 114.143.180 146

View View Bid Match Criteria of Merchant Username is - merchant2 12-Aug-2018 08:58 FM Device : Computer View Activity Details
05 : Windows 10
Browser ; Firefax

Step 5: Select the from date and to date or Fill in the Key Word, Select Search Icon to Search the activity based on
to date or key word or both.

Step 6: Select “Export to Excel” button, to Export the activities to Excel document.

¢ @ @ https://mgeps-uat.philgeps.gov.ph/RedRegistrationAudits/mer_organization_view_activity_details/276 - W In@oD &6 =
"
= Print  f Details Activity Date and Time Browser Data Action
Device : Computer
G | - "
Upda ichant3] Status- Activate User  13-Aug-2019 08:42 PM CB’S “Windows 10 e 4 ctivity Details
Select Pirter rowser : Firefox
= - IP : 114.143.180.146
Adobe PDF Microsoft Prin .
SiFax FEMicrosoft XPS %ES‘ ‘C‘evufd"m‘mltgf
View| | G@HP Laserlet Professional M1213nf MFP FINPEGFCE (HI mt Username is - merchant3 13-Aug-2019 07:29 PM - ows View Activity Details
Browser : Firefox
< > 1P - 114.143.180.146
Status Ready [Finttofie | Preferences Dﬂ'{ce : Computer
View|  Location it Username is - merchant3 13-Aug-2019 06:56 PM 0S - Windows 10 w5 0 5 chivity Details
Comment Find Printer... Browser : Firefox
1P - 114.143.180.146
Page Range Device : Computer
Al es: = . N
Upda % Mmberof copies: 1+ ame is - merchant3 13-Aug-2018 06:56 PM 0S: Windows 10 w5 3 chivity Details
Selection Current Page Browser : Firefox
O Pages Cole P - 114.143.180.146
Enter ether a single page number or 3 single _I}H _2’2 _3}3 %e’;'{c%u?dompultg(
View ~ Peoerange. Forecmple 512 nt Username is - merchant3 13-Aug-2019 06:55 PM iy View Activity Details
rowser - Firefox
: — P - 114.143.180 146
= = Device : Computer
View View Bid Match Criteria of Merchant Username is - merchant3 13-Aug 2019 06:21 PM 0S: Windows 10 vy, 5 ctivity Details
Browser : Firefox

1P : 114.143.180.146
Device : Computer

Step 7: Merchant can select “Print” button. This will open a print view page with details auto populated. This will
also open the print dialogue box. Select the desired printer and other print options and select “OK” to print or
“cancel” to close the print dialogue box.

C. View Login/Logout Activity Log

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)
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Step 2: Select “Menu” icon on top right of screen. Select “Audit”.

Merchant Audit

Organization eMarketPlace Bid Matching Bid Notice Bid Award AMP Award
User Notices. HNotices

Step 3: Select “Organization User”. Merchant user audit details page is displayed.

Merchant User Audit Details E

Organizstion Activity Log

Activity Audit log for : Perado Amald

e — = R——— i = B =

Updste Enable Merchant User Hame is - merchant21 Status - Activate User 12-Aug-2019 08:42 PM Device : Computer View Activity Details
05 : Windows 10
Browser | Firefox

1P 114.142.180.146

View View Bid Match Criteria of Merchant Username is - merchant3 13-Aug-2018 07:28 P Device : Computer View Activity Details
05 : Windows 10
Browser : Firefox

1P 114.142.180.146

View View Bid Match Criteria of Merchant Username is - merchant? 13-Aug-2015 08:58 PM Device : Computer View Activity Details
05 : Windows 10
Browser ; Firefox

1P 114.142.180.146

Update Edit Bid Matching of Merchant Usemame is - merchant2 13-Aug-2018 08:56 FM Device : Computer View Activity Details
05 : Windows 10
Browser : Firefox

IF: 114.142.180.148

View View Bid Match Criteria of Merchant Username is - merchantd 13-Aug-2015 08:55 P Device : Computer View Activity Details
05 : Windows 10
Browser | Firefox

1P 114.142.180.146

Step 4: Select “Own Activity Log” Tab. This will open merchant user audit page.

Login Logout Activity trail

I T — e S N

merchanta 14-Aug-2019 02:40 P Login Successful Device - Computer
S : Windows 10
Browser : Firsfox
1P 114.142.180.148

2 merchanta 14-Aug-2019 02:38 FM User idle login for 900 seconds. And logout Device : Computer
successful after 800 seconds, ©S : Windows 10
Browser : Firsfox

IF: 114.142.180.146

a meschanta 14-Aug-2019 01:23 P Login Successful Device : Computer
©S : Windows 10
Browser : Firefox

1P 114.142.180.146

4 merchantd 12-Aug-2019 08:57 PM User idle login for 900 seconds. And logout Device : Computsr
successful after 500 seconds. ©S : Windows 10

Browser : Firefox

1P 114.142.180.146

5 merchantd 12-Aug-2019 08:32 PM Login Successful Davice : Computer

Step 5: Select “Login/Logout Activity Trail” button. This displays Login Logout activity trail of the user. (User Name,
Login/Logout date and time, Status, Browser data)

Red Registration Manual Page 57 of 76



Login Logout Activity trail

12-Aug-2019

14-Aug-2012 01:22 PM Login Successful

Back
13—Aug 12019 n
|0 [Aug [oz0191] 0 o”
“| P o S T
! 14-AuUg-2019 02:40 PM Login Successful Device : Computer
4 8 8 7 8 8 w0 ©S : Windows 10
MR Browser : Firefox
1P : 114.142.180.148
2 14-AUg-2018 02:38 PM User idle login for 800 seconds. And logout Device : Computer
suscessful after 900 seconds 05 : Windaws 10
3 merchant2

Browser : Firefox

1P 114.142.180.148

Device : Computer

to date or key word or both.

Step 6: Select the from date and to date or Fill in the Key Word, Select Search Icon to Search the activity based on

Part V. Event Management

A. Display Invitation to Bid (Event Management)

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)

= Menu

Step 2: Select “Menu” icon on top right of screen. Select “Event Management

Event Management

Invitation to Bid

My Opportunities My Award Notices Bid Match

Publish Date From Publish Date To

Closing Date From Closing Date To Approve Budget Contract F
Notice Title Agency Name

--Search by Mode of Procurement--

—Select Classification--

Limited Source Bidding (Sec.

Consulting
49)

Services

5666 []T Aug -2019 12:00 22 Aug -2019 09:00

Approve Budget Contract Ti

O Notice Title Mode of Procurement Classification LT I Publish Date Closing Date Agencv
Number Contract
orangescrum

Reference Number

Tc

Published

< previous next =

Page 1 of 1, showing 1 record(s) out of 1 fotal

Step 3: The Invitation to Bid tab is displayed as default. This tab displays the list of bid notices to which merchant is
invited.

Publish Date From Publish Date To Closing Date From

Closing Date To Approve Budget Contract F
Notice Title Agency Name

Limited Source Bidding (Sec. 49)

v —Select Classification--

Approve Budget Contract Ti

Reference Number

'nn
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Step 4: Merchant can Select or fill in any one or combination of search criteria publish date, closing date, approved
budget of the contract, reference no, notice title, agency name, mode of procurement, classification and Select Search
button to search desired bid notice.

o]

Notice Referance Number ;230

Bid Validity Period (in Days): 45
Control Number: 435

Lot Type: Single Lot

Appraved Budget of the Contract: 5,668.00
Procurement Mode: Limited Source Bidding (Sec

am
Classification: Gonsulling Services

[ Rules:
Rules and Regulations

Funding Source: Regular Agency Fund
(01000000)

NORTE, AGUSAN DEL SUR
Business Category: ACCOUNting 8nd DooKKaSRIng Line item Datails
Delivery Pariod: 44

Client Agency: Accounting and bookkeeping
servicas

Contact Person: TCS one 1 84111508
Created By: TGS one

Date created: 02-Aug-2018 02'59 PM

nem  UNSPSC
No.

Delivery/Project Location: AGUSAM DEL Project Name: orangescrum Buagat : 5666

Status : Published

7cs Schedule of activity: View all activity
Published Date: 07-Aug-2019 12:00 AM
Maniia Road Closing Date: 22-Aug-2019 09 00 AM
Date Last updated: 12-Aug-2013 10:06 FM
Documents: Preview

PLACER, MASBATE, Region il
natice publication BId Form Fao: 4555

orangescrum

Number of Downloads: 0

Approved Budget of the Contract: 5,666.00
Procurement Mode: Limited Source Bidding (Sec

Lot Name Lot Description Quantity Uit of w’
e Classification: Consulting Services
Billing services Billing services 6 manusl

The PhIGEFS team is nat for any typographical errors or
postings should ba diracted o the contact parson/s of the concamed party.

presanted In the system. FRIGEFS only displays Information provided for by its clients, and any queries regarding the

Step 5: Select Notice Reference No This will display bid notice.

B s Notice Title Mode of Procurement

Number

230 orangescrum  Limited Source Bidding (Sec.
49)

Classification Approve Budget Publish Date Closing Date Agency
Contract name
Consulting 5666 07-Aug-2019 12:00 22-Aug-2019 09:00 TCS Published Select
Services AW AM Selec

‘Add to My Opportunities
= previous ~ View Bid Notice Details
T ——

Page 1 of 1, showing 1 record(s) out of 1 total

Step 6: Select “View Bid Notice details” This will display Bid Notice details.

Bid notice Details
Bid Notice ID 230 Reference Number 435
Notice Title orangescrum Brief Description test
Notice Type notice publication Project name orangescrum
Business Category Accounting and bookkeeping services Period of Contract(in days) 44
Procurement Mode Limited Source Bidding (Sec. 49) Delivery / Project Location AGUSAN DEL NORTE ,AGUSAN DEL SUR
Procurement Program/Project ‘Works Source of Fund Regular Agency Fund (01000000}
Total Estimated Budget 5666 Notice Publication Y
Mode of Bid Submission OFFLINE Applicable Procurement Rules Implementing Rules and Regulations
Display ABC Y Classification Consulting Services
Lot Type Single Lot Bid Opening type Single Submission - Single Opening
Bid Security REQ Mode of Payment OFFLINE

Step 7: Merchant can select “Back” to go to Invitation tab.

B s Notice Title Mode of Procurement

Number

230 orangescrum  Limited Source Bidding (Sec.
49)

Red Registration Manual

Classification AR et Publish Date Closing Date Agency
Contract name
TC8

Consulting 5666 07-Aug-2019 12:00 22-Aug-2019 09:00 Published Select
Services AW AM Selec

Add to My Opportunitiss
= previous ~ View Bid Notice Details
T ———

Page 1 of 1, showing 1 record(s) out of 1 total
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Step 8: Select “Add to My bid opportunities”.

Bid Notice

Do you want to Add Bid Notice to My Opportunities?

=[]

Step 9: System will prompt for confirmation “Do you want to Add Bid Notice to My Opportunities?” Select “YES” to
confirm, this will add bid notice to My Opportunely), “NO” to close the popup.

Step 10: A confirmation message is displayed “Bid Notice Added successfully”. Select “OK” to close message box.

B. Display My Opportunities (Event Management)

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)

Menu

Event
Management

Step 2: Select “Menu” icon on top right of screen. Select “Event Management”.

Event Management

witation to Bid My Opportunities My Award Notices Bid Match

Publish Date From Publish Date To Closing Date From Closing Date To Approve Budget Contract F || Approve Budgei Confract Ti || Reference Number
Notice Title Agency Name —Search by Mode of Procurement-- v —Select Classification—-
NOUCEREIEISIES Notice Title Mode of Procurement Classification Approve Budget Publish Date Closing Date ‘““’"""’ Actions
Number Contract
orangescrum  Limited Source Bidding (Sec Consulting 5666 07 Aug 2019 12:00 22 Aug 2019 09:00 TCS Published
49) Services T

<previous | next>

Page 1 of 1, showing 1 record(s) out of 1 total

Step 3: Select “My Opportunities” Tab This tab displays the list of bid notices to which merchant is opted as its
opportunity.

Publish Date From Publish Date To Closing Date From Closing Date To Approve Budget Contract F Approve Budget Contract Ti Reference Number

Notice Title Agency Name Limited Source Bidding (Sec. 49) v —Select Classification-- v n n
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Step 4: Merchant can Select or fill in any one or combination of search criteria publish date, closing date, approved
budget of the contract, reference no, notice title, agency name, mode of procurement, classification, participating

user and Select Search button to search desired bid notice.

Notice Reference Number 1230 Status : Publishad

Bid Vaidity Period (in Days): 45 TCS
Contron Number: 435

Lot Type: single Lot

Approved Budget of the Contract: 5586 00
Procurement Mods: Limitsa Source Bidaing (Sec

Schedule of activity: View
PUBIISNed Date: 07-AUQ-2019 12:00 AM
Closing Date: 22-Aug-2019 0600 AM

Date Last updated: 12-Aug-2013 10:06 FM
Documents: Freview

chivity

Maniia Road

PLACER, MASBATE, Region il

natice publication

BId Form Fao: 4555

am
Classification: Consulling Services

[ Rules:
Rules and Regulatiens
Funding Source: Regular Agency Fund
(01000000)
Delivery/Project Location: AGUSAM DEL
NORTE, AGUSAN DEL SUR
Business Category: ACCOUNting 8nd DooKKaSRIng Line item Datails Approved Budget of the Contract: 5,666.00
servicas Procurement Mode: Limitad Source Bidding (Sec
Delivery Pariod: 44
Client Ageney: Accounting and bookkeeping

orangescrum

Number of Downloads: 0

Project Name: orangescrum Buaget : 5666

Lot Description Quantity  Unit of

tem  UNSPSC Lot Name
No, Measure

a8y
Classification: Consulting Services

servicas
Contact Person: TGS one 1

Created By: TCS one
Date created: 02-Aug-2018 02'59 PM

84111506 Billing services Billing services 5 manual

The PhIGEFS team is nat tor any arrors or

pograp presanted In the system. FRIGEFS only displays Information provided for by its clients, and any queries regarding the
postings should ba diracted o the contact parson/s of the concamed party.

Step 5: Select Notice Reference No This will display bid notice.

Hotice Referencs Notice Title Mode of Procurement Classification Approve Budget Publish Date Closing Date Agency
Number Contract name
230 orangescrum  Limited Source Bidding (Sec. Consulting 5666 07-Aug-2019 12:00 22-Aug-2019 09:00 TCS Published Select
49) Services AN AM FRiEH

Add to My Opportunities
< previous ~ View Bid Notice Details
T ———

Page 1 of 1, showing 1 record(s) out of 1 total

Step 6: Select “View Bid Notice details” This will display Bid Notice details.

Bid notice Details

Bid Notice ID 230 Reference Number 435

Notice Title orangescrum test

Notice Type notice publication Project name orangescrum
Business Category Accounting and bookkeeping services Period of Contract{in days) 44

Procurement Mode Limited Source Bidding (Sec. 49) Delivery | Project Location ABUSAN DEL NORTE AGUSAN DEL SUR

Procurement Program/Project Works Source of Fund Regular Agency Fund (01000000)

Total Estimated Budget 5666 Notice Publication Y

Mode of Bid Submission OFFLINE Applicable Procurement Rules Implementing Rules and Reguiations

Display ABC Y Classification Consuliing Services

Lot Type Single Lot Bid Opening type single Submission - Single Opening

Bid Security REQ Mode of Payment OFFLINE

Step 7: Merchant can select “Back” to go to Invitation tab.
Hotice Retetence Notice Titie Mode of Procurement Classification RO SR Publish Date Closing Date LT
Number Contract name
230 orangescrum  Limited Source Bidding (Sec. Cans.ulting 5666 07-Aug-2019 12:00 22-Aug-2019 09:00 TCS Published

49) Services AM AM

Add to My Opportunities
= previous ~ View Bid Notice Details
T ——
Page 1 of 1, showing 1 record(s) out of 1 total
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C. Display My Awards (Event Management)

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)

EEE Menu

Ewvent
Management

Step 2: Select “Menu” icon on top right of screen. Select “Event Management”.

Step 3: Select “My Award Notices” tab. The Award Notices of the merchant is displayed. This tab displays the list of
Award notices awarded to the merchant.

Step 4: Merchant can Select or fill in any one or combination of search criteria Award No, mode of procurement,

classification, award date, status, Award category, Award acceptance status; And, Select Search button n to
search desired bid notice.

D. Display Bid Match (Event Management)

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)

EEE Menu

Ewvent
Management

Step 2: Select “Menu” icon on top right of screen. Select “Event Management”.

Event Management

Invitation to Bid My Opportunities My Award Notices ; Bid Match

Publish Date Closing Date Reference Number Notic Agency Name “n
Notice Reference Number Notice Title Mode of Procurement Classification Approve Budget Contract Publish Date ‘Closing Date mm

Mo Records Found

Step 3: Select “Bid Match” tab. This tab displays the list of bid notices to which bid match criteria of user is matched.
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Step 4: Merchant can Select or fill in any one or combination of search criteria publish date, closing date, notice title,

mode of procurement, Notice Title, Agency Name and Select Search button

to search desired bid notice.

Notice Reference Number 1230

Bid Validity Period (in Days): 45
Control Number: 435

Lot Type: Single Lot

Appraved Budget of the Contract: 5,668.00
Procurement Mode: Limited Source Bidding (Sec

Classification: Consulling Services
[ Rules:

FRules and Regulatiens

Funding Source: Regular Agency Fund

(01000000)

Delivery/Project Location: AGUSAM DEL

NORTE, AGUSAN DEL SUR

Business Category: ACCOUNting 8nd DooKKaSRIng

Delivery Pariod: 44

Client Ageney: Accounting and bookkeeping

servicas
Contact Person: TGS one

Created By: TGS one
Date created: 02-Aug-2018 02'59 PM

TCS

Maniia Road

PLACER, MASBATE, Region il

Project Name: orangescrum
Line item Datails
UNSPSC

em Lot Name
No,

1 84111506 Billing services

The PhIGEFS team is nat P
postings should be directed to the contact person/s

of the concerned party.

natice publication

orangescrum

Buaget : 5666

Lot Description Quantity  Unit of

Billing services 5 manual

presanted In the system FhIIGEFS only displays Information pravided for by its clieants,

Status : Publishad
Schedule of activity: View all activity
Published Date: 07-Aug-2019 12:00 AM
Closing Date: 22-Aug-2019 09 00 AM

Date Last updated: 12-Aug-2013 10:06 FM
Documents: Preview

Bid Form Fee:
Bid Supplements: 0
Invited Observers: View
Number of Downloads: @

Approved Budget of the Contract: 5,666.00
Procurement Mode: Limited Source Bidding (See

a8y
Classification: Consulting Services

and any queries regarding the

Step 5: Select Notice Reference No This will display bid notice.

HoticeReferencs Notice Title Mode of Procurement Classification Approve Budget Publish Date Closing Date Agency
Number Contract name
230 orangescrum  Limited Source Bidding (Sec. Consulting 5666 07-Aug-2019 12:00 22-Aug-2019 09:00 TCS Published Select
49) Services AM AM e
Add to My Opportunities
< previous ~ View Bid Notice Details
T ———
Page 1 of 1, showing 1 record(s) out of 1 total
“w e . . an . . . . . .
Step 6: Select “View Bid Notice details” This will display Bid Notice details.
Bid notice Details
Bid Notice ID 230 Reference Number 435
Notice Title orangescrum Brief Description test
Notice Type notice publication Project name orangescrum
Business Category Accounting and bookkeeping services Period of Contract{in days) 44

Procurement Mode

Limited Source Bidding (Sec. 49)

Delivery / Project Location

AGUSAN DEL NORTE, AGUSAN DEL SUR

Procurement Program/Project Works Source of Fund Regular Agency Fund (01000000)
Total Estimated Budget 5666 Notice Publication Y
Mode of Bid Submission OFFLINE Applicable Procurement Rules Implementing Rules and Regulations
Display ABC Y Classification Consulting Services
Lot Type Single Lot Bid Opening type gingle Submission - Single Opening
Bid Security REQ Mode of Payment OFFLINE
Step 7: Merchant can select “Back” to go to Invitation tab.
LEEE IR Notice Title Mode of Procurement Classification e Publish Date Closing Date Agency
Number Contract name
230 orangescrum  Limited Source Bidding (Sec. Consulting 5666 07-Aug-2019 12:00 22-Aug-2019 09:00 TCS Published
49) Services AM AM

Add to My Opportunities
= previous|  View Bid Nolice Details
T ———

Page 1 of 1, showing 1 record(s) out of 1 total
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Step 8: Select “Add to My bid opportunities”.

Bid Notice

Do you want to Add Bid Notice to My Opportunities?

=[]

Step 9: System will prompt for confirmation “Do you want to Add Bid Notice to My Opportunities?” Select “YES” to
confirm, this will add bid notice to My Opportunely), “NO” to close the popup.

Step 10: A confirmation message is displayed “Bid Notice Added successfully”. Select “OK” to close message box.
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Part VI. Bulletin Board

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)

Menu

Baulletin Board

Step 2: Select “Menu” icon on top right of screen. Select “Bulletin Board”. Bulletin Board menu is displayed

Bulletin Board

STy

Open Formes Award Nofices | AMP Award Annual

Opportunities | Opportunities Notices Frocurement
Pian

Step 3: Select “Open Opportunities” or “Former Opportunities” or “Award Notices” or “AMP Award Notices” or
“Annual Procurement Plan” as desired.

A. Open Opportunities

Bulletin Board

{ % Open Opportunities Former Opportunities Award Notices AMP Award Notices Annusl Procurement Plan

ce Humber Hotice Title - Mode of Procurement— T || —Classification— ~ || Agency Meme

Publish D Publish D Closing Da Closing Date To
. & = = e e S _m
Consulting TEST 101 DA FublicBidding Consulting Services RZ BUYER AGENGY | 08-Aug-2018  24-Aug-2018085:00 AM  Published
a5 To Fromote Project 123 FublicBidding Goods RZ BUYER AGENGY | 08-Aug-2018  16-Aug-2018085:00 AM  Published
22 Consulting 3 Public Bidding Consulting Services RZ BUYER AGENCY | 08-Aug-2019  23-Aug-201505:00 AM | Published
14 Supplier, Delivary and Msi of 20 Big Civil Works-infra Project  RZ BUYER AGENCY | 27-Juk2018  18-Aug-201912:00 AM  Published
Gabinet for Oplan Renovate Program in San
Juans Bulding
a8 Consultancy - REI chedking Limited Source Bidding (Sec. 48)  Gonsulting Services RZ BUYER AGENGY | 03-Aug-2019  23-Aug-2018085:00 AM | Published

View More.

Step 4: In case open Opportunities is selected, a list of active bid notices is displayed.
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Reference Number Notice Title Fublic Bidding ~Clsssificstion—

01-Aug-2013 14-Aug-2013

ng Dete From Closing Date To

Consulting TEST 101 DA Fublic Bidding Consulting Services RZ BUYER AGENCY 09-Aug-2019 24-Aug-2019 09.00 AM Published
35 To Promote Project 123 Fublic Bidding Goods RZ BUYER AGENCY 03-Aug-2019 18-Aug-2019 02:00 AM Putlished
Consulting 2 Fublic Bidding Consulting Services RZ BUYER AGENCY 08-Aug-2019 22-Aug-2019 02:00 AM Putlished

View More.

Step 5: Merchant can Select or fill in any one or combination of search criteria Notice Reference Number, Notice title,

Mode of Procurement, Classification, Agency name, Publish date, Closing date. and Select Search button to
search desired bid notice.

view Bid Notice m

Hatice Reference Humber :41 Status : Fublished
Bid Validity Period {in Days}: 60 RZ BUYER AGENCY Schedule of activity: View sl acivity
Control Humber: 1111111111111 Published Date: 09-Aug-2012 12:00 AM
Lot Type: Single Lot General Solano St Closing Date: 24-Aug-2018 09:00 Al
Approved Budget of the Contract: 2,000,000.00 [pp— | NATIONAL GARITAL REGION NGR) Date Last updated: 08-Aug-2018 03:12 Pl
Procurement Mode: Fublic Bidding Documents: Fravisw
Classification: Consulting Services Invitation to Bid (ITE) 1 Bid Form Fee: 5000

Rules: Rules and Bid Supplements: 0

Consulfing TEST 101 DA

Regulation: Invited Observers: View
Funding Source: Regular Agency Fund {01000000) Humber of Downloads: 0

Delivery/Project Location: NCR, SECOND DISTRICT
Business Category: Business sdministraticn services
Delivery Period: 120

Project Name: Consulting TEST 101 Budget : 2000000

Client Agency: Business sdminisustion services Line ltem Details Approved Budgst of the Contract: 2.000,000.00
Contact Person: Juan Cruz Procurement Mode: Fuslic Bidding
Created By: Juan Gruz
ltem UNSPSC Lot Name Lot Description Quantity  Unit of Classifieation: Cansulting Services
Date created: 08-Aug-2012 02:45 PM
No. Measure
1 | BO11508  Dats srchiving Data archiving senvices 150 Pac
services
2 80161508  Documentdestucion = Document destruction services 180 Pac
services
The PhiIGEPS tesm is isle for an ical emors or misii presented in the system. PhilGEPS only displays information pravided for by its clients, snd sny queries regarding the postings should be directed to the:

contact persons of the concerned party.

Step 6: Select Notice Reference No This will display bid notice.

Step 7: Merchant can select “Back” to go to Open Opportunities.

Bulletin Board

Former Oppartunities Award Noticss AMP Award Notices Annual Procurement Plan

Referznce Number Netice Title — Mode of Procurement— T ~Classification—

Publish Date From Publish Date To Closing Date To
Nnhue Referemm
Notice Mode of Procurement ification Agency Name Publish Date Closing Date Status
Consulting TEST 101 DA Fublic Bidding Consulting Services RZ BUYER AGENCY | 08-Aug-2018  24-Aug-2019 09:00 AM  Published

Add ta My Oppartunities

a5 To Fromote Frojedt 123 Fublic Bidding Goods RZ BUYER AGENCY  08-Aug2018  16-Aug2018 09:00 AM  Fublished m

Step 8: Select “Add to My bid opportunities”
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Bid Notice

Do you want to Add Bid Notice to My Opportunities?

[=[=]

Step 9: System will prompt for confirmation “Do you want to Add Bid Notice to My Opportunities?” Select “YES” to
confirm, this will add bid notice to My Opportunely), “NO” to close the popup.

Step 10: A confirmation message is displayed “Bid Notice Added successfully”. Select “OK” to close message box.

B. Former Opportunities

Bulletin Board

Open Oppertunities Former Opportunities Award Notices AMP Awsrd Noticss Annual Frocurement Plan

¥ | ~OClessification— Agency Neme
Closing Date From Clasing Date To ~Status— lnn

N“‘“’:::;:’f"* Hotica Title Moda of Procurament Classification P;::':" Closing Date

Notice Reference Numbes Netice Title — Mode of Procurement—

Publish Date From Publish Date To

Bid Notice for Event Management - Bid Matching ~ Public Bidding Civil Works-infra Project RZ BUYER AGENCY 27-Jul-2019 | 03-Aug-2019 12:00 Closed
AM

] Civil Works Bidding Public Bidding Civil Werks-infrs Project RZ BUYER AGENCY 25-Jul-2019 | 01-Aug-2019 12:00 Closed
AM

10 Consulting Shartlisted Before Award Public Bidding Consulting Services RZ BUYER AGENCY 25-Jul-2019 | 02-Aug-2019 12:00 Closed
AM

18 Froject 214 da Public Bidding Goods- General Support RZ BUYER AGENGY 30-Jul-2019 | 06-Aug-2019 12:00 Closed
Senvices AM

20 Goods for Award Shapping - Ordinary/Regular Office Supplies & Equipment (Sec. Goods RZ BUYER AGENCY 30-Jul-2019 | 01-Aug-2019 12:00 Closed
52.1.6) AM

Ell PS-PR Recommend for Award Public Bidding Goods PROCUREMENT 02-Aug-2018  09-Aug-2012 09:00 Closed
SERVICE AM

24 Bld Netice Active - Failed Bidding Limited Scurce Bidding (Sec. 43) Civil Werks-infra Project RZ BUYER AGENCY 07-4ug-2012  02-Aug-2019 02:00 Failed

AM

kL) Shopping Multi-lot Shopping - Ordinary/Regular Gffice Supplies & Equipment (Sec. Goods RZ BUYER AGENCY 07-Aug-2018 | 03-Aug-2019 09:00 Closed
52.18) AM

Step 4: In case Former Opportunities is selected, a list of Closed bid notices is displayed.

Referance Number Notice Title Public Bidding 7| ~Clessification— Agency Neme
01-Aug-2018 14-Aug-2019 Clasing Date From Clasing Date To
Nuhu:::;::em — e o S S “
Consulting TEST 101 DA Public Bidding Consulting Services RZ BUYER AGENCY 08-Aug-2018 24-Aug-2018 08:00 AM Fublished
EL To Promote Project 122 Public Bidding Goods RZ BUYER AGENCY 08-Aug-2018 18-Aug-2019 02:00 AM Fublished
22 Consulting 3 Public Bidding Consulting Services RZ BUYER AGENCY 02-Aug-2018 23-Aug-2018 08:00 AM Fublished
View More.

Step 5: Merchant can Select or fill in any one or combination of search criteria Notice Reference Number, Notice title,

Mode of Procurement, Classification, Agency name, Publish date, Closing date. and Select Search button n to
search desired bid notice.
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View Bid Notice

Hotice Reference Number :41

Bid Validity Period {in Days) 60

Control Humber: 1111111111111

Lot Type: Single Lot

Approved Budget of the Contract: 2,000,000.00
Procurement Mode: Public Bidding
Classification: Consulting Services

Rules: Rules and

Regulstions

Funding Source: Regular Agency Fund (01000000}
Delivery/Project Location: NCR, SECGND DISTRICT
Business Category: Business administration services
Delivery Period: 120

Client Agency: Business administration services
Contact Person: Jusn Cruz

Created By: Jusn Cruz

Date created: 05-Aug-2019 02:45 P

RZ BUYER AGENCY

Genersl Solanc St.
SAN MIGUEL, CITY OF MANILA, NATIONAL GAPITAL REGION (NCR}
Invitation to Bid (ITE) 1

Consulting TEST 101 DA

Praject Hame: Consulting TEST 101 Budget : 2000000

Line ltem Details.

ltlem UNSPSC Lot Name Quantity  Unit of

No. Measure

1 80181508 Dats archiving Dsta archiving services 150 Pack
services

2 80161508  Document destruction  Document destruction senvices 180 Pack

services

The PhilGEPS t=am is
contact parsans of the concamed party.

foran

smmons ar

Status : Fublizhed

Schedule of activity: View all activity
Published Date: 09-ALg-2012 12:00 AM
Closing Date: 24-Aug-2018 09:00 AM

Date Last updated: 08-Aug-2013 02:12 FM
Documents: Preview

Bid Form Fee: 5000

Bid Supplements: 0

Invited Observers: View

Number of Downloads: 0

Approved Budget of the Contract: 2.000.000.00
Procurement Mode: Public Bidding
Classification: Cansulting Services

prasented in the system. PhilGEPS only displays information provided for by its clients, and sny queries regarding the postings should be dirscied to the

Step 6: Select Notice Reference No This will display bid notice.

Step 7: Merchant can select “Back” to go to Former Opportunities.

C. Award Notices

Bulletin Board

Open Opportunities Former Opportunities

AMP Awsard Notices Annusl Procurement Flan

Award Notice Number Bid Notice Reference nu

Award Title Awardee

Award Date from Award Date to

43

% Agricultural helicopters RZ SUFFLIER 21-8ep-2019
40 20 Cargo trensport helicopters DARYL CORP 08-Aug-2019
39 20 Agriculturs| helicopters RZ SUPPLIER 08-Aug-2019
a5 20 Cargo trensport helicopters RZ SUPPLIER 07-Aug-2019
29 20 Agricultural helicopters LCUIE TEST ORG 01 08-Aug-2019
View More..

Step 4: In case Award Notices is selected, a list of awarded notices is displayed.

Bulletin Board

Open Opportunities Former Opportunities

AMF Award Naotices Annual Frecurement Plan

01-Aug-2019 14-Aug-2018

40

20 Cargo transport helicopters DARYL CORF 08-Aug-2018
39 20 Agricultursl helicopters RZ SUPPLIER 08-Aug-2012
35 20 Cargo transport helicopters RZ SUPPLIER 07-Aug-2018
28 20 Agricultural helicopters LOUIE TEST ORG 01 08-Aug-2012
View More
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Step 5: Merchant can Select or fill in any one or combination of search criteria Award Notice Number, Bid Notice

Reference number, Award Title, Awardee Award Date. and Select Search button to search desired bid notice.

View Bid Award Notice

Award Notice Number. : 40
Status of Award : Publizhed

Award Hotice Abstract [Award Hotice Humber.. 40]

Reference Number:
20

Control Number.

23423423

Approved Budget for the Contract
100,000.00

Moda Of Procurement:

(Sec 52.1.b)
Classification:
Goods

Business Category:

Shopping - Grdinary/Reguler Gffice Supplies & Equipment

RZ BUYER AGENCY
General Solano St, SAN MIGUEL, CITY OF MANILA, 4321
Cargo transport helicopters
Award Notice Title:
Carge tranzpert helicoptars
Awardee:
DARYL CORF
Address:
143 Mshogany St
Corporate Title:
Caigo transport helicopters
Reason for award:

Award Type:
Re-Award
Contract Amount:
88,000.00

Award Date:
0%-Aug-2012
Published Date
08-Aug-2013

Date Last Updated
0%-Aug-2012
Contract No,
Proceed Date:

Alrcraft

2242343 Contract Effectivity Date:
Applicable Procurement Rules:

- Contract End Date:
Implementing Rules and Regulaticns UNSPSC Code Lot Name. Lot Description created B
Source of Fund reated By
Regular Agency Fund (01000000} 32 25131802 Cargo transport Cargo transport 10 Box Buyer Creator
DeliveryiProject Location helicopters helicopters Date Created
Period of Contract {in days): 0%-Aug-2012
1z Approver Name:
Brand Name. Buyer Approver

View Document

tmst View Bidders List

Model
test
Contact Person

Buyer Crastor
Created By:

Step 6: Select Award Notice No This will display Award notice.
Step 7: Merchant can select “Back” to go to Award Notices.

D. AMP Award Notices

Bulletin Board

Open Oppartunities Former Opportunities

Award Notices AMP Award Notices Annuzl Pracurzment Flan

A Award Title A

e e
a2

Ao A Test My Awards DARYL AGENCY 13-Aug-2018
34 Test PR Budget raturn DARYL SINGLE PROP 07-Aug-2018
23 PR DIRECT DA JV of DARYL CORF, DARYL SINGLE PROP 01-Aug-2019
12 Test PS PR DARYL AGENCY 20-Jul-2018
] Test Direct 122 RED TEST ORG 01-52p-2028
7 Test AMF Award for Agency to Agency DARYL AGENCY 28-Jul-2018
1 Supply, Delivery and Maintenznce of sight(8) “Cloud Servers JV of TESTARCHIE, LOUIE TEST ORG 01 24-Jul-2012
View More.

Step 4: In case Award Notices is selected, a list of awarded notices is displayed.
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Bulletin Board

Open Oppartunities Former Oppartunities Award Natices MP Award Notices Annusl Procurement Plan

Award Notice Number Award Title Awardee 01-Aug-2019 14-Aug-2019 nn

az Ato A Test My Awards DARYL AGENCY 13-Aug-2018
24 Test FR Budget retum DARYL SINGLE PROF 07-Aug-2013
23 PR DIRECT DA JV of DARYL CORF, DARYL SINGLE PROP 01-40g-2013
12 Test PS PR DARYL AGENCY 20-Jul-2012
7 Tast AMP Award for Agency to Agency DARYL AGENCY 23-Jul-2012
1 Supply. Delivery snd Maintenance of sight(3) “Cloud Servers’ JV of TESTARCHIE. LOUIE TEST ORG 01 24Jul-2018
View More...

Step 5: Merchant can Select or fill in any one or combination of search criteria Award Notice Number, Award Title,

Awardee, Award Date and Select Search button to search desired bid notice.

View AMP Award m
Awrard Hotice Humber. : 42 Status of Award : Published
Control Humber: P
ward Type:
15854822
Approved Budget for the Contract ?Sw:ldsgc;;;mwegchaled Procurement - Agency to Agency
< £
1,500,000.00 RZ BUYER AGENCY Contract Amount:
Wode of Procurement: General Solens St, SAN MIGUEL, CITY OF MANILA, 4321 4,450,000 00
Negotisted Procurement - Agency to Agency A to A Test My Awards Awrord Date
(Sec 53.5) Awardee:
Classification 12Aug-2019
oo DARYL AGENCY Publish Date:
s
Address: .
Business Category: 12-Aug2013
122 mahogany st, TAVTAY, RIZAL, REGION IV-A (CALABARZON), Philippines Date Last Updated:
Transport services Awardee Contact Person: 2Aup2013
Applicable Procurement Rules
Juan Carlos Contract No.:
Implementing Rulss and Regulaticns Comporate Tt
Source of Fund:
TSTR Procesd Date:
Regular Agengy Fund (01000000
SULU.SURIGAO DEL NORTE i
Period of Cantract (in days) Transportation industry tarift I"::;y’“ ::";""
1 78141503 comparison or freight sudit Rall Centract End Date:
120 comparison or freight
Brand Name e audit senvices Created By
real
Foton X
Model Juan Cruz
Date Created
Foton %122 Reason for Award
Contact Person Test 1‘3"\“9'29 :\‘9
rover Name:
Buyer Coordinstor ) o -
Croated uans Cruz
o View Dooument
Juan Gz

Step 6: Select Award Notice No This will display Award notice.
Step 7: Merchant can select “Back” to go to Award Notices.

E. Annual Procurement Plan

Bulletin Board
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Step 4: In case Annual Procurement Plan is selected, a list of Agencies is displayed.

Bulletin Board

Open Opportunities

Former Opportunities

Award Notices

AMP Awsrd Notices nnual Procurement Plan

RZ BUYER AGENCY

RZ BUYER AGENCY

RZ BUYER AGENCY

~Select Annual Yesr-

2020

2018

View APP

View APP

View APP

View More.

Step 5: Merchant can Select or fill in any one or combination of search criteria Agency Name, Year and Select Search

button

to search desired bid notice.

View AMP Award

Award lotice Humber. : 42

Control Humber:
15654822

Approved Budget for the Contract
1,500,000.00

Wode of Procurement:

Megotisted Procurement - Agency to Agency
(Sec. 53.5)

Classification

Goods

Business Category:

Transport services

Applicable Procurement Rules
Implementing Rules and Regulations
Source of Fund:

Regular Agency Fund (01000000}
Delivery/Project Location
SULU,SURIGAD DEL NORTE

Period of Contract {in days)

120

Brand Name

Foton X

Wodel :

Foton X 123

Contact Person

Buyer Coordinator

Created By

Juan Cruz

RZ BUYER AGENCY
General Solenc 5t. SAN MIGUEL, GITY OF MANILA, 4221
Ato ATest My Awards
Awardee:
DARYL AGENCY
Address
122 mahogany st TAVTAY, RIZAL, REGION IV-A (CALABARZON), Philippines
Awardee Contact Person,
duan Carlos
Corporate Title:
TSTR

Status of Award : Putlished

Award Type:
Award Notice{Negatisted Procursment - Agency to Agency
{Sec 53.5
Contract Amount:
1,450,000.00
Award Date:

12-Aug-2018
Publish Date:
12-A0g-2018
Date Last Updated:
12-A0g-2018
Contract No.:

Proceed Date:

‘Contract Effectivity Date:

Transportation
industry tariff
comparison or fieight
sudit services

Transportation industry tariff
comparisan o freight sudit
services

1 78141503

Reason for Award,

Test

Contract End Date:

Created By:
Juan Cruz

Date Created
12-Aug-2019
Approver Name:
Juana Cruz
View Document

Step 6: Select Award Notice No This will display Award notice.

Step 7: Merchant can select “Back” to go to Award Notices.
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Part VII. Directory

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)

EEE Menu

Step 2: Select “Menu” icon on top right of screen. Select “Directory”. Directory menu is displayed

Directory

-3 -3 - K- -3 - K-
Govemment | Procurement Auditor Obsarver Muitilateral Depat Contacts
agency Sarvice Devslopment
Bank

Step 3: Select “Government Agency” or “Procurement Service” or “Auditor” or “Observer” or “Multilateral
Development Bank” or “Depot” or “Contacts” as desired.

In case Government Agency is selected

Agency Directory Data

GITY GOVERNMENT OF MANILA —Sedor— ~ || UACS Code

—Country— ~| —Region- ~ || —Province/State— ~ || —CityMunicipality—

e — — e e el e I

CITY GOVERNMENT OF MANILA Genersl Public Servicessssss 400010001200 | Fhilippines  NATIGNAL CARITAL REGION (NCR) NCR, CITY OF MANILA, FIRST DISTRICT ERMITA 03-Jul-2018 02:54 P

Step 4: Merchant can fill/Select any of the fields or their combination Organization Name, Sector, UACS Code,
Country, Region, Province/State, City/Municipality.

In case Procurement Service is selected

Procurement Service Directory Data

PRCCUREMENT SERVICE ONE —Sector— || UACS Code

~Region- v -Provincestste v cimunicisatiy- - “H
e — S e et EEeESEE I

PROCUREMENT SERVICE ONE Agriculturs, Agrarian Reform and Natural Resources 123458759 REGION | (ILOCOS REGION) ILOCOS NORTE ADAMS 11-Jul-2019 02:00 PM

Step 4: Merchant can fill/Select any of the fields or their combination Procurement Service Name, Sector, UACS Code,
Region, Province/State, City/Municipality.

In case Auditor is selected
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Auditor Directory Data

14 UAT AUDITOR AGENCY ~Sector

~Region— —~Province/State— —~City/Municipality— v nn
p— s o — T |

1A UAT AUDITOR AGENCY 24244242424 NATIONAL CAPITAL REGION (NCR) NCR, CITY OF MANILA, FIRST DISTRICT INTRAMUROS 05-Jul-2012 11:26 AM

Step 4: Merchant can fill/Select any of the fields or their combination Auditor Name, Sector, UACS Code, Region,
Province/State, City/Municipality.

In case Observer is selected

Observer Directory Data

JMAK CBO: Observer Type

B e inee! e nn
o S S e

JMAK CBO ‘Community Based Organizatien Philippines REGION V (BICOL REGION) ALBAY FIC DURAN 18-Aug-2019 10:31 AM

Step 4: Merchant can fill/Select any of the fields or their combination Observer Name, Observer Type, Country,
Region, Province/State, City/Municipality.

In case Multilateral Development Bank is selected

Multilateral Development Bank Data

ORGANIZATION101 —Country— —Region— —Province/State— H —City/Municipality— v nn

CRGANIZATION101 Philippines Apayao Calanasan 18-Jun-2018 08:04 PM

Step 4: Merchant can fill/Select any of the fields or their combination Multilateral Development Bank Name, Country,
Region, Province/State, City/Municipality.

In case Depot is selected

Depot Directory Data

ISABELA DEPOT —Region- _Province? T nn

ISABELA DEPOT 00010002 Isabels stay safe Region Il Isabels Echague 30-Oct-2018 12:02 PM

Step 4: Merchant can fill/Select any of the fields or their combination Depot Name, Region, Province/State,
City/Municipality.

In case Contacts is selected
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Contacts Tab E

Govemment Agen{ v

Philippines  |~|| —Region- <[ - o= > nn
T L
o
S 1~

FUENTEBELLA JR PN CDR PABLO PN BAC SECRETARIAT, AFF Govemnment Agency
PROCUREMENT SERVICE

ZAPANTA VIRGINIA CAMACHG DEFARTMENT OF EDUCATION - Government Agency
DIVISICN OF CITY SCHOOLS,
TAGBILARAN CITY

Talde Babby Calderon BARANGAY Il, FOBLACION, ILOG, Government Agency
WEGROS OCCIDEMTAL

Salvador Emilyn Gallegos BARANGAY DIVISORIA SUR, MADDELA, = Govemment Agency
QUIRING

Tubac Neel A MUNICIFALITY OF SAN JOSE, NEGROS ~ Govemment Agency
ORIENTAL

MACUHA CRLANDO BARANGAY 772 ZONE-24 DISTRICT Government Agency
VUMANILA

Step 4: Merchant can fill/Select any of the fields or their combination Last Name, First Name, Country, Region,
Province/State, City/Municipality.

Contact Profile View
Last Mame FUENTEBELLA JR PN First Name CDR PABLC
Middle Name o Email Address afpps.pnbac@afp.mil.ph
Organization Name FN BAC SECRETARIAT AFF PROCUREMENT Registration Date 11/3/18, 10:52 PM
SERVICE
Country Philippines Region NCR
Province/State Metro Manila City/Municipality Taguig City

Step 5: Select “Select” button of the desired contact, select “View” option, this will show contact profile view.

Part VIIl. Dashboard Analytics

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)

= Menu

Step 2: Select “Menu” icon on top right of screen. Select “Dashboard Analytics”. Dashboard Analytics is displayed
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Dashboard Analytics

Bid Notice

Invited Moticels : 0.00

Invited Moticels Total ABC : 0.00
Downloaded Motice/s - 0
Downloaded Motice/s Total ABC - 0
Paricipated Moticel/s - 0.00

Paricipated Moticel/s Total ABC :
0.00

Bid Matched Moticels © 0

Bid Matched Moticels Total ABC :
0.00

Bid Awards

Award/s Published : 0

Award/s Published/s Total Contract
Amount: 0

Award/s Cancelled : 0.00

Award/s Cancelled Total Contract
Amount : 0.00

MTPR/s Published : 0

MTP/s Publishedis Total Contract
Amount: 0

MNTP/s Cancelled : 0.00

MTP/s Cancelled Total Contract
Amount : 0.00

AMP Awards

Award/s Published : 0

Award/s Published/s Total Contract
Amount: 0

Award/s Cancelled : 0.00

Award/s Cancelled Total Contract
Amount: 0.00

MTPRIs Published : 0

MNTP/s Publishedis Total Contract
Amount: 0

MNTP/s Cancelled : 0.00

MTP/s Cancelled Total Contract
Amount: 0.00

Awardis Accepted : 0

Awardis Accepted Total Contract
Amount: 0

Award/s Refused : 0.00

Award/s Refused Total Contract
Amount: 0.00

This displays the count and value of various types of transactions.

Part IX. Useful Downloads

Step 1: Merchant Login into system (Refer Section C. System Log-in for Merchant Users)

= Menu

Usaful
Downloads

Step 2: Select “Menu” icon on top right of screen. Select “Useful Downloads”. This displays list of useful
downloads is displayed.
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User Manual lists

Title Download

Test142
=
Useful Download Merchant File 1
Download
Useful Download Merchant File 2
Downioad
test rchant0 1

<previous | next>

Fage 1 of 1, showing 4 recordis) out of 4 total

Step 3: Select the “Download” button of the item for which merchant needs to download.
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