Welcome to online ‘Public Procurement Portal’ User Manual.
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In the Public Procurement website, there are three types of users-Public Bodies, Suppliers and the general public.  This guide has been written for the Suppliers and the general Public.  It will guide you through its various features.
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1. View Home Page (Via the Website)

All users will be able to view the home page of the public procurement portal which allows:

· Links to the websites of COMESA, Government of Mauritius, Ministry of Finance and Procurement Policy Office.

· The contact details of Procurement Policy Office by clicking on ‘Contact Us’.

· Public Bodies can login into the system

· Public Bodies, Suppliers and the general public can view Invitation for Bids, Annual Procurement Plan, Summary of Bid Evaluation, Notice of Procurement Award and Addendum/Corrigendum on the right hand side of the home page.

2. View Invitation for Bid
Step 1: To view invitation for Bids, you have to click on the link ‘Invitation for Bids’.  A list will  be displayed where you can view tenders with the latest closing date.  This will alert and prompt you to view and download the bid to be able to participate in the bidding exercise.
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Figure 1: List of Invitation for Bids
Step 2: From this screen, you can read the descriptions of bids that interest you and by clicking on any link from a particular row, you will have access to the page as below:
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Figure 2: View Invitation for Bids Details
By clicking on ‘Back’, you can again go back to the previous page.
Step 3:  The tender notice can be viewed by clicking on ‘Detailed Invitation for bids’.
Step 4:  If you want to download attached Bidding documents, the system will automatically  display a form to fill in .
3. Fill  in form to download documents
Please note that to be able to download documents, all fields are mandatory, except Fax number.  Once you have filled in form, click on ‘Download’ button.
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Figure 3: Form to download Bidding Documents
4. View Annual Procurement Plan

Step 1:  Here, you will have to choose the Annual Procurement Plan for the specific public body that you want to view. Use the drop down list to select.  The system will automatically direct you to all the published Annual Procurement Plan for that Public body.
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Figure 4: Select Public Body

Step 2:  Click on any link on a particular row to be able to open the Annual Procurement Plan.
5. View Summary of Bid Evaluation Report
Step 1:  Choose the Summary of Bid Evaluation Report for the specific public body that you want to view. Use the drop down list to select.  The system will automatically direct you to all the published Bid Evaluation Report for that Public body.

Step 2:  Click on any link on a particular row to be able to open the Summary of Bid Evaluation Report for a particular procurement.
6. View Notice of Procurement Award

Step 1:  Choose the Notice of Procurement Award for the specific public body that you want to view. Use the drop down list to select.  The system will automatically direct you to all the published Procurement Awardfor that Public body.

Step 2:  Click on any link on a particular row to be able to open the Procurement Award for a particular procurement.
7. View Addendum/Corrigendum

Step 1:  Choose the Addendum/Corrigendum for the specific public body that you want to view. Use the drop down list to select.  The system will automatically direct you to all the published Addendum/Corrigendum for that Public body.

Step 2:  Click on any link on a particular row to be able to open the Addendum/Corrigendum for a particular procurement.
8. Online Help

This option will provide information about how to use all the options in the system.  You are currently viewing the  User Manual through the ‘Help’ option on the website.
Thank you for using the User Manual
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