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1. System Overview

The Unified Electronic System of State Procurement (hereinafter the “System”) is the official portal for
State Procurement in Georgia, which ensures open, transparent and competitive environment for any
person participating in state procurement procedures.

babITAENBM FILINDVIAB0L LdGSIGOM
STATE PROCUREMENT AGENCY

Welcome to the Unified Electronic System of State Procurement - the official portal of State Procurement in Georgia. It
ensures open, transparent and competitive environment for any participant of state procurement procedures. The Unified
Electronic System of State Procurement is operated by the State Procurement Agency.

The registration at the Unified Electronic System of State Procurement is obligatory only for the procuring entities and the

suppliers.
L ey Paseword. I~ o=
2 Guest User + Reaqistration & Message to the Administrator = Password recovery JaFormemo

The System operation is ensured by the State Procurement Agency (hereinafter the “SPA”).

The System can be used by any interested person under the status of a Procuring Entity, Supplier and
Guest; The registration in the System is mandatory only for Procuring Entities and Suppliers.

1.1 Guest user

If you are willing to search for the necessary information under a “Guest” status (current and completed
e-tenders!, information concerning a Procuring Entity and a Supplier, etc.), you should click
button to log-in the official webpage as a guest user.

i n Sign in # Users & Exit

Tender Registration Mumber

Procuring entities

SPA150020304

Supplier

Procuring entities: Thilisi Agency on the Management of Day Nursery Institutions

Tender proceeding status Category: 15800000

he | SPA150025754

Tender type
Procuring entities: LTD ,,Batumi waker"

Category: 44100000

1 e-tender-— through the user’s guide undermines electronic tender, simplified electronic tender and design contest.



WALESIRBUSI0 9 0udDEE 00U ieatubel) e Unified Electronic System of State Procurement

STATE PROCUREMENT AGENCY User Manual

Guest user can search for the information only regarding e-tenders and registered users, while access to
CMR and ePLAN modules is forbidden.

If guest user wants to retrieve information regarding CMR and ePLAN modaules, within the same page the
user can pass authorization via its Facebook account that makes mentioned modules accessible. For

accessing system via Facebook account, the user has to click button. After that the user will
see the alike window as displayed on the picture below.

i n Sign in & Users O Exit

Tender Registration Number

Procuring entities s/ 'www .facebook.com/login.php?skip_api_login=18&api_key=13373296349686

;‘/ SPA150027278 £ racebook
Supplier

Procuring entities: Self- Log in to use your Facebook account with SPA,

- Category: 35600000
Tender proceeding status Email or Phone: s @amail com

v ;‘/ SPA150025755

Password: ssssssssnee

Tender type
Procuring entities: LTD

W v i
Category: 44100000 Keep meloggedin
Procuring category = Forgotten your password?
v SPA1S002T278
CPV codes Procuring entities: Self-

Category: 35600000

SPA150025755
& CPV # CPV (ENG)

D H ntibac: ITAM Sanckeekian S amesne Thich W HET. R E L

After filling in relevant fields and clicking the “authorization” button, CMR and ePLAN modules will
become available on the home page.

& [l Gimisisialosimeinils  © Users & CurrentTenders & CMR @ ePLAN O Exit

Tender Registration Mumber

Procuring enlkities

,"‘/ SPA150027278
Supplier

Procuring entities: Self-ciky Kukaisi City Hall

Cat 38600000

Tender proceeding status ategory
v ,"‘/ SPA150025795

Tender type
Procuring entities: LTD " Construction Company "Mshenebeli 2011"
Category: 44100000
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1.2.  Search

The System has the search option, which allows a user to quickly, easily and comfortably find any tender-
related information. To this end you will have to select one (or several relevant) parameter(s) of the
necessary information in the window of the System Home page, like the one, given on the picture,

specifically:

£ 13

Motifications (D)

= Announcment number

[* Procuring entities

[* Supplier

[* Procurement proceeding status
[* Contract status

[ Procurement type

[ Procuring category

[ CPV codes

[ Date

[» Estimated value of procurement
{from/up to)

[» Price list

[ Manufacturer

[» Model

[] Find in my reports

s SEARCH @

Number of Tender Notice
Name of procuring entity

Name of supplier

vV V V V

Tender status — when marking the mentioned, the
window given below will be displayed, which enables you to
choose one of the following status of ongoing e-tender.

Simplified Electronic Tender

Electronic Tender

e-Procurement Procedure

Consolidated Tender

Donor electronic procurement procedure
Contest

e  Contract status — (ongoing contract, fulfilled contract, unfulfilled contract);

e  Procurement type — (electronic tender, simplified electronic tender, e-tender procedure,
consolidated tender, design contest, call for grants);

¢ Procurement category - When clicking this button, the window given below will be displayed, which
allows a user to select procurement category:
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N SFRIJUOULTISS
< Procuring category

~ Procuring entities: LEPL "Justice

03100000 - Agricultural and horticultural products
03200000 - Cereals, potatoes, vegetables, fruits and nuts
03300000 - Farming, hunting and fishing products
03400000 - Forestry and legging products

09100000 - Fuels

09200000 - Petroleum, coal and eil products
09300000 - Electricity, heating, solar and nuclear energy

CPV Codes — for the selection of the CPV code, you can personally enter the name of the CPV code in the
text box of the window shown below. After typing, at least, 3 letters, as shown below, the System will
allow you to automatically select the respective procurement object according to the letters, typed by

you.
TERVicddes Procuring entities: LEPL "Justice Hig
petml Category: 55300000
D L

Petroleum and distillates ~

Unleaded petrol
Leaded petrol
Petrol with ethanol
Liquefied Petroleurn Gas (LPG) 4
Petroleum, coal and oil products
Petroleum oils and preparations

Petroleum ails W

[ [ T I T 1T T Ty T oo ooT

By clicking button the System will display the list of CPV codes. For revising CPV Code names,
by clicking button the system will display the list of original, English names of the

codes.

. Date - (registration date, bidding date, status date);

. Amount - (minimum and maximum);

. Pricelist — (bidding with a pricelist, bidding without a price list);

. Manufacturer — please indicate the name of manufacturer of the procuring object (for example:
NOKIA)

. Model — please indicate the model of the procuring object (for example: E 72);

. Search in my notes — e-tenders announced by you or the e-tenders you participated in will be

displayed when marking the mentioned field;
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After indicating one or several above mentioned search parameters in the search window, you have to
click “search” button and relevant e-tenders will be displayed.

Attention!

Any registered user can conduct search through search function explained above. From the search
functions listed above, user who accesses the system as a guest or via Facebook account cannot search
for contract status, manufacturer, model, pricelist and “search in my notes”.

2. Registration

How to get registered as a Procuring Entity or Supplier?

For the registration in the System, first you have to log in the official web-page of the SPA
(www.procurement.gov.ge). Once you are logged-in, the below window will appear on the screen with
the button “Registration”.

Z Guest User |+ Registration

Registration fields? will be displayed on the screen after clicking “users’ registration” button.

First of all, press the “User Category” drop-down ) )

menu and the window, like the one given to the right,
will be displayed on the screen. With the help of the User type™ E|
drop-down menu you are able to select the type of Legal form*
user in compliance with your legal form (“Supplier,”

“Procuring Entity”), you will be registered in the
System as.

Supplier .
Company Name* | Procuring Entity

Attention!

The only difference between the registration of a Supplier and Procuring Entity is “legal form” field. All
the other fields are identical. Filling in form of those fields are identical as well, except the fields of “legal
form” and name/title.

Pursuant the Law on State Procurement it is not allowed to be registered as a procurer in case you are not
a procuring entity.

2 field - any space, where system user submits information (for example, name/title, ID code and so forth)
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“Resident of Georgia” - when registering individual of any legal form as a supplier and after indicating
user’s type, you type ID code of your
organization in the window like the one | User type* Supplier b
given on the right side in “ID Code” field,
after clicking the button “business
registry “ the system automatically fills | |dentification code* EFEF=EEN] | o | o
in the fields of “legal form “and e

“name/title”. The examples of the filled in fields of the service is shown on the pictures below.

Legal form#* - v]x

User type* Supplier e
Legal form* Sole Entrepreneur (SE} | v
Identification code* JpEEEEEEEEE]) Fel 2

When registering an individual “Resident of Georgia” as a supplier and indicating supplier’s type, you type
your ID number in “ID Code” field in the window like the one, given to the right side, by clicking “civil
registry” button the system automatically fills in fields of “legal Form” “name/title”. The filled in example
of the mentioned service is shown on the picture below.

User type* Supplier v
Legal form#* - v ] *
Identification code* AGFFFFEN] | fai | 2

Editing fields of “legal form” and “name/title” is inadmissible and restricted by the system. If during
registration procedure a user made a
User type* Supplier W mistake and indicated incorrect ID code
in “ID code” field, it can delete fields
filled in by the system and fill in
Identification code* 36"****"****1ﬂ| ] 2 mentioned fields anew, according to
correct ID code. The example of

Legal form Matural Person (MP) |+

deleting system filled in fields is displayed on the left picture.

Attention!

When registering legal or individual person a resident of Georgia, the fields of “legal form” and
“name/title” are filled in automatically, via the help of systemic service, editing filled in fields is impossible.
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In case of registering Legal or individual person “nonresident of Georgia” as a supplier, click “Legal Form”
drop-down menu after specifying the types of a user, The window, like the one given to the right will be
displayed on the screen. With the help of the drop-down menu you will be able to select the respective

“legal form”.

User registration

babIAEN S0 BILIODIIB0L biSBIGHN
STATE PROCUREMENT AGENCY | o Ragistration | | «* Activation code request

User type* Supplier |=|

Legal form®* Limited Liability Company (LLC) | = |
Company Name*  |Georgian Resident
' Limited Liability Company [LLC

Identification code™ Joint Stock Company [JSC)
Countr® General Parnership (GP)
- Special Partnership (SP)
City/town/vilage™ Looperative _
Legal Entity of Public Law
Address* Branch / Representative Office
Sole Entrepreneur (SE)
Phone* Matural Person (MP)
F Partnership
e Mon-entrepreneunal non-commercial Legal Entity
E_Mall¢ NIJD—GE!JWFEH RES!dEﬂf
Legal Entity
E-Mail { confirm)* Matural Person
Consortium
Web address Other

When registering as a “Procuring Entity”, please, choose “Legal Form” from drop-down menu after
specifying the types of a user. The window, like the one given to the right will be displayed on the screen.

With the help of the

drop-down menu you will be able to select the respective legal form.

User type*

Legal form=

Company name*

Procuring entities b

- V|-
E—

Identification code* State Authority = O

Autonomic Republic Authority

Local Self-Government Authority

Enterprise with more than 50% state share participation
Legal Entity of Public Law

Mon-entrepreneurial Non-commercial Legal Entity

Other

2

* Name/title (this field is filled in only when organization possessing legal form or procuring entity passing
registration are “nonresidents of Georgia”).

e Country

« City/borough/village

¢ Address (legal add

ress)

10
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* Telephone number: (official contact number)
¢ Fax (contact fax number)

¢ E-mail (It is necessary to specify an active, valid e-mail address, where the registration confirmation
message and activation link will be sent. By pressing this link your registration will be activated);

Attention!

In case of change of any contact data indicated by you during the registration (address, telephone number,
e-mail, web-page), the respective changes should necessarily be made in the System without delay.

It is expedient to indicate your office (corporate) e-mail address for registration purposes.

e Re-type e-mail (It is not recommended to just copy the e-mail from “E-mail” field, because if the
e-mail address was typed incorrectly in the previous field, the mistake will be repeated and you
will not be able to receive the activation code to incorrectly specified e-mail);

e Web-page (Official web-page URL address);

¢ Full name (The first and the last name of the user);

e Username (Name for logging in® which should consist of at least 5 symbols):
e Password (Should consist of at least 5 symbols);

e Re-type password;

e Security code (symbols shown on the picture);

Ihave read and accept * Terms and conditions for the use of the Unified Electronic System of State Procurementi'.j

By clicking the text “The Terms of Use of the Unified Electronic System of State Procurement”, the terms
and conditions of using the System will be displayed on the screen. A user is required to select “I have
read and accept” field and accept the read terms of use by clicking, “I accept” button. Without these
procedures a user will not be able to get registered in the System.

Attention! For Bidders!

An offer made within last 30 seconds of period allocated for bid price offer (both in prime time and additional rounds)
may not be reflacted in the system owing to the period of time necessary to access the server. In this case the SPA does
not bear the responsibility for the reflection of the offer in the system and the risk for the foregoing shall be borne solely

by the bidder!
Ell have read | | Agree

3 Logging-in - An action undertaken by a registered System user under own username and password.

11
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Remember!

In order to register as a System User it is mandatory to fill in the fields marked with red asterisk. The
System does not register you if you do not or incorrectly fill in these fields (re-type the username, re-type
the e-mail address, security code) or you do not accept the “The Terms of Use of the Unified Electronic
System of State Procurement.”

After filling in the above mandatory field and accepting “The Terms of Use of the Unified Electronic
System of State Procurement” the System will register the user as a Supplier/Procuring Entity by
clicking the “Registration” button and the following picture will be displayed on the screen:

Registration request { Your user name) accepted.
Check Your mailbox for activation link. (Your E-mail adress)

2.1  Activation of a Registered User

Following the registration the User is required to open the e-mail and click the activation link for the
activation of the User. The User will not be able to log-in without using the link. The activation link
should be followed as shown on the picture below.

User: YOUI USeT name

To activate registration follow this Iink{b

After the activation the User will be able to log-in and enjoy the rights associated with the respective
type of User. A contender to procuring entity is entitled to log-in and enjoy the search option, but is
not entitled to enjoy all the rights of a procuring entity (e.g. is not entitled to announce a new tender),
until it is registered as a Procuring Entity in compliance with all the respective procedures.

Sel s o ke A contender to procuring entity shall click the button to the left and will be
SLTEI RS e moved to the new page, where it is explained what are the additional procedures
SRS to be followed in order to get registered as a Procuring Entity. This page also has
the button shown on the picture below, and after pressing the button concerned the contender to
procuring entity will print the data to be annexed to official request.

print the data to be annexed to official request.

12
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3. Password Recovery

If you want to recover your password as a System User through the official webpage of the SPA
(www.procurement.gov.ge) you will have to access the log-in page, where the window similar to the one
given below will appear on the screen, with the button :”Password Recovery”.

bObIWABNBM FILINXIIBNL bOSBIEOM
STATE PROCUREMENT AGENCY

Welcome to the Georgian electronic Government Procurement (Ge-GP) system - the official portal of State Procurement in

Georgia. It ensures open, transparent and competitive environment for any participant of state procurement procedures.
Ge-GP system is operated by the State Procurement Agency.

The registration at the Ge-GP system is obligatory only for the procuring entities and the suppliers.

Registered User_ Password # Enter
2 Guest  + Registeruser = Message to administrator J| 7w Password recovery ‘

dJo@ Eng Pyc

By clicking “Password Recovery” button, the fields necessary for password recovery will appear on the
screen, as shown on the picture below, specifically:

o Username (the Username you specified upon registration);
. User e-mail;

o security code

Username Username, specified upon registration
User E-Mail

Security code Type the symbok displayed on the picture

After filling in the above fields, you will have to click the “Send” button, then you will be able to log-in the
System with a new password (which will be sent to your e-mail address).

13
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3.1 Change a Password

After receiving a new password, you will be able to change the password sent by the System with the
password you want. To change the password you will have to click on your username in the upper right
corner of the screen, as shown on the picture.

Procuring Entity : 898byomagmo #A WM‘

By clicking the username, as shown on the picture, the fields, necessary for changing the password, will
be displayed on the screen, specifically:

. Old Password;
. New Password;
. New Password (again);
Change Password o
[ All fields are required
Old password

Mew Pass word

Mew Password (again)

Close

After filling-in all the necessary fields, the password will be changed by pressing “Change” button and the
message, similar to the one shown on the picture will be displayed. By clicking “Close” you will return to
the main page.

Change Password »®

Password not changed. Incorrect old pass word.

14
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4. User’s Profile

4.1 Profile of a Procuring Entity
By clicking “Profile” button the information entered by you about yourself will be displayed, as shown on
the picture below (name, identification code, etc.). You will be able to update personal information any
time by clicking "Edit” button.

M
u' Main LS- Contacts 9 Documentation i &  Themes i £ Usaers
Legal Entty of Fublic Law
State Procurement Agency
|dentification code 204428510
Country Gemgm
Cityftownivillage  Ciry
Address 28 Pekini Ave.
FPhone +8595 32 3521584
Fax +995 32 382184
E-Mail info@ procurement.gov.ge
Vieb  httpo/fwww procurement_gov.ge

# Edit Pmﬂe‘_!_h

Procuring Entity

After pressing “Edit” button the following window will be displayed with respective fields. After updating
the relevant field you will make a change by pressing “Enter” button or will cancel the change by pressing

“Cancel” button.

M

[* Main | & Contacts 1 Documentston | 8 Themes & Users
Legzl Form  Legal Entity of Public Law -
Procuring Entity | State Procurement Agency
Identification code | 204428510
Country Gem'glﬂ -
Cityitovmivilage | City
Addrass |28 Pekini Ave,
Fhene | +985 32 382184
Fax | +985 32 362184

E-Mail | info@ procurement.gov.ge

Webpage | http:/fwww procurement.gov.ge

[.] Sa\ei @ Cancel

15
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By clicking “Contact Persons” in the profile of the Procuring Entity on the screen will be displayed the
window, like the one given below, where you will see the data of the Procuring Entity’s contact person.
With the help of “Add”, “Edit”, “Delete” buttons you can add, edit or, if necessary, delete the information
concerning a contact person.

[ Company Profile ®

* Main |2 Contacts | P Documentation  ® Themes £ Users
© AddContact . Edt § Delete

First Mame, Last Name Phone E-Mail

After clicking “Add” button the window like the below picture will be displayed, where all the fields should
be filled in. After filling in the fields you will indicate the contact person of your organization by pressing
“Enter” button.

%4 Company Profile »

* Main |£ Contacts | O Documentation & Themes £ Users
Firstnarme
Lastname
Paosition
Phone

E-Mail

] Sa-.neﬁ @ Cancel

By pressing “Users” button the user data — the first name, the last name and e-mail address will be
displayed like the picture given below with the indication of specific status (Active, Grantor).

f54 Company Profile x
* Main = Contacts 3 Documentabon ® Themes 2 Users

© AddUser . Ede

User E-Mal Active Grantor

D G : - oo RN of o
D SR ot o G e ¢ %

A Procuring Entity is able to update the information concerning a specific user with the help of “Edit” and
“Add” buttons, or, in the case of need, add the other person according to the order, given below and
specify the respective status. It is prohibited to substitute the first and the last name of a user, registered
in the System with the first and the last name of a new user. You have to deactivate the user, who is not
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entitled to operate within the System on behalf of your organization (switch off the status “Active” in the
profile). A Procuring Entity is required to click the “Add” button in order to add a new user. The window
like the one given below will appear on the screen with the following fields:

e First and the last name;

e |ID number;

e Address;

e Telephone number;

e User’s name

e Email

e password

e Re-type the password (for precision purposes);

e Active (box to be ticked) — By ticking this box the Procuring Entity makes the person concerned
Grantor (box to be ticked) — By ticking this box the Procuring Entity makes the person concerned
a privileged user, who is entitled to edit the profile, upload the procurement plans and reports
along with conducting e-tenders. A Grantor is entitled to add a new user or/and change the status
of a current user.

Attention!

Without the “Active” status a User will not be able to log-in the system.

After filling in the fields shown on the picture, you have to press “save” button for the System to save the
entered data.

Profile ®

Main Contact Persons Users

ID number :> dothsgeo Bmdgto 2

First name, Last name

Address :> 8obodotimn

Telephone number :> haemgnmbo v BmBodbym dghymanbgaghol dobomgdam
Username R
£_Mail Select for getting message
Password

Password (again)
Active [

Grantor []

B Save @ Cancel

17



bObIWABNBM 3ILIN3IBOL LOS3IEOM
STATE PROCUREMENT AGENCY

4.2. Supplier’s

Profile

Unified Electronic System of State Procurement

User Manual

By pressing “Profile” button the information entered by you about yourself will be displayed, as shown on
the picture below (name, identification code, etc.). You will be able to update personal data any time by
pressing “Edit” button.

" [ Profile

‘- Contact Persons Users

# Edit

Id

Monitoring

entification code
Country
City/town/village
Address

Phone

Fax

E-Mail

Web address

Other

888888

Georgia

mdogmobo
dompamob N8
+99532 38 04 19

+995

N @gmail.com

http://

After pressing “Edit” button the following window will be displayed with respective fields. After updating
the relevant field you will make a change by pressing “Enter” button or will cancel the change by pressing

“Cancel” button.

" [ Profile

‘- Contact Persons

Users

# Edit

Legal form | State Authority

Monitoring |

(ENG) |

Identification code |888888
Country | Georgia

City/town/village |mbm:pnlm

Address |ba;g;9amob NG

Phone |+99532 3804 19

Fax [+995

E-Mail |(g@gmail.com

Web address |http://

B Save

@ Cancel
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Remember!

Once the Supplier participates in bidding (or submits the electronic guarantee) only the SPA is entitled to
change the following three fields in the entity profile: “Legal Form,” “Entity Name.” “Identification Code”
based on a written application of the Supplier concerned.

By pressing "Contact Persons” button in the profile the Supplier will display the window, like the one
below, where you will see the data of the Supplier’s contact person. With the help of “Add”, “Edit”,
“Delete” buttons you can add, edit or, if necessary” delete the information concerning a contact person.

[55 Company Frofile ®

* Main |2 Contacts | & Felds ofinterest < Users
© Add Contact . Edit § Delets

First Mame, Last Mame Phone E-Mail

By pressing "Fields of Interest” button the window like the below picture will be displayed, with the help
of which the Supplier will be able to specify one or more suitable CPV categories. In the case of
announcement of a tender, corresponding marked categories, the Supplier will receive a message
concerning the tender.

[55 Company Profile »®

® Main £ Contacts |% FReldsofinterest | £ Users
3 Categoryis) selected

[ »

CIEICICICICICI - Agncuttural and horbouftural products [
DCIEECICICICICI - Careals, potatoes, vegetables, fruts and nuts

[#] 02200000 - Farmina. huntina and fishina oroducts

I:‘CIE-KICICICICI - Forestry and logging products

D:IEICICI:I:I:I - Fuse S

B Sawve

By pressing “Users” button the user data — the first name, the last name and e-mail address will be
displayed, as on the picture below, with the indication of specific status (Active, Grantor).

54 Company Frofile x

* Main 2 Contacs % Felds ofinterest | £ Users
0 Add User » Edit

User E-Mail MActive Grantor
O O = naproovge = 3LOT.2000 o
e T
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A Supplier is able to update the information concerning a specific user with the help of “Edit” and “Add”
buttons, or, in case of need, add the other person according to the order, given below and specify the
respective status. It is prohibited to substitute the first and the last name of a user registered in the System
with a new user. You have to deactivate the user, who is not entitled to operate within the System on
behalf of your organization (switch off the status “Active” in the profile). A Supplier is required to click the
“Add” button in order to add a new user. The window like the one given below will appear on the screen
with the following fields:

First name and Last name

ID number

First name and Last name

Address

Telephone number

For SMS activation, mark respective field

User’s name

Email address

Password

Retype password — for precision purposes

Active (box to be ticked) — By ticking this box the Supplier makes the person concerned
entitled to log-in and participate in bidding

Grantor (box to be ticked) — By ticking this box the Supplier makes the person concerned a
privileged user, who is entitled to edit the profile. A Grantor is entitled to add a new user
or/and change the status of a current user.

Attention!

Without the “Active” status a User will not be able to log-in the system.

After filling in the fields shown on the picture you will have to click “save” button to save the entered data,
otherwise “cancel” button.

-~ Profile x
Main Contact Persons Users
ID number $ 3otogo bmdgho 2
First name, Last name
Address [ > selssmon
Te|ephone number $ hacrggmbo v dmBodbgm dghymdobdgdol Gnbomgda
Username
E-Mail Select for getting message

Password
Password (again)
Active []

Grantor []

B Save @ Cancel
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5. Notifications

“Notifications” By clicking button, a procuring entity will receive
a notification as displayed below.

Notifications (1)

L L

28.04.2011 12:52
B Mew in the Programme
Announce Tenders with price list

15.04.2011 11:41

~ - Mew
User Manual, Version 2.0
06.04.2011 20:59

-t £ Mew in the Programme
Internal message service

A Supplier receives both the news concerning the System and messages about announced tenders within
the indicated categories, specified in the “Fields of Interest” on the profile page. The below picture reflects
the message page for Suppliers’, displaying news circulated by the SPA and message circulated by the
System concerning “Fields of Interest”.

06.09.2011 15:19
B #  Simplfied tender was announced in field, you are interested in
CPV: 09100000

06.09.2011 15:04
B = Simplified tender was announced in field, you are interested in
CPV: 03400000

15.04.2011 11:41

' - Mew
User Manual, Version 2.0
06.04.2011 20:59

- - Mew in the Programme
Internal message service
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The yellow envelope means an unread message and the open one — the already read one. After the
notification is read, user can press “delete” button and delete an appropriate notification.

Message x

You question was answered ¢° CNT150000028

@ Delete ® Mark as read Close

Except deleting a specific opened notification, you can delete all the notifications that is portrayed with
an open envelope (that means already read notification). By clicking, “delete read notifications” button
user deletes already read notifications addressed to it’s organization.

@ Delete READ messages
19/06/2015

o English-mgggbmgol baobpg@gbo haboa®do ebdyem dgz0mbgal gogpe Jobybo

19/06/2015
You guestion was answered

5.1 SMS Notification

If registered users, both procuring entities and suppliers, are willing to receive additional SMS (beside
inner notification) regarding the changes conducted in their procurement, have to press “user” button
and “edit” afterwards, in order to activate SMS notifications. The user’s information will be displayed on
the screen like on the picture displayed below. In order to activate SMS service you have to mark
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appropriate field. In order to save the submitted information, you have to press “save” button. SMS
notification service is available for max three users.

% Profile ®

Main Contact Persons

Jofageo Bmdgio 2

y

ID number

First name, Last name

Address :>anbaacﬁamn
— >

Telephone number gmmggmbo v 8B0d6gm dghymbobgdgbol Bobamgdo
Username R
Select for getting message
E-Mail
Password

Password (again)
Active [

Grantor [

A Save @ Cancel

6. Electronic tender, Simplified electronic tender, Consolidated tender
and Design contest

For the usage of user manual, we divide the procedures of electronic tender, simplified electronic
tender, design contest, electronic tender procedure and consolidated tender in three steps: first step —
announcement of a new procurement by a procuring entity. Second step — supplier’s participation in E-
procurement and third step — winner identification and awarding state procurement contract.

6.1. First step — e-tender announcement by a procuring entity

In order to announce a new e-tender registered procuring entity must log in the system using its user’s
name and password. After accessing the system will be displayed window like the one below with the
following functional buttons:

# Main © Current procurement 2 Users @ New procurement #* Favorites ® My Projects & Profile 2 CMR = SMP 3 ePLAN ¢ Exit
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e Main — by clicking the mentioned button you are able to return to the main page at any time
(home page)

e Current procurement - By clicking this button you will see the list of tenders which bid submission
deadline expires today or has already expired;

e Users — By clicking this button you will be able to search for the information about any registered
user (Procuring Entity, Supplier, Contender Procuring Entity, Blacklisted Company/Person);

o New Procurement — By clicking this button you will be able to announce an electronic tender,
simplified electronic tender, design contest or create a draft tender notice;

e  Favorites - by clicking this button will be displayed list of favorite tenders marked by you;

e My drafts — By clicking this button you will see the list of draft tender notices, prepared by you;

e Profile — by clicking this button on the screen will be displayed your own info submitted by you
(name, id code and so forth). By clicking “edit” button you are enabled to update information at
any time;

e CMR (Contract Management Reports) — by clicking this button a window will be displayed on the
screen, which shows each direct contract awarded by the procuring entity within a year (except
electronic tender, simplified electronic tender, design contest and e-procurement procedure)

o ePLAN (Module of Electronic Plan) — by clicking this button, annual plan which a procuring entity
submits via the system pursuant to the timeframe of the Law, will be displayed on the screen.
Procuring entity indicates procurement category, procurement timeframe, procurement means,
average value and so forth.

Attention!

Any amendment made in profile data should be immediately reflected in the System

e Log-out- By clicking this button you will log out. It is mandatory to press “Log-out” button after
the end of each working session in order to protect data concerning your organization.

As already mentioned, you must use the “New Procurement” button to announce a new tender.
After clicking this button, the window like the one given below, will be displayed.

New procurement x

One-phase Tender

Contest

Cancel
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If you want to announce simplified electronic or electronic tender click the “tender” button and window
like the one will be displayed on the screen.

Tender x

Procurement Type @ Electronic Tender O simplified Electronic Tender

Classifier (CPV) code and specific procurement
object

% Choose

Additional Info

Amount or Volume of Procurements
Supply Period
Offer providing term EI

Financing

] Auction with price-list

Estimated value of procurement GEL
Guarantee validity period 160 Day
Bid must be submitted E
Bid reduction step {dgbyogegal Estimated value 0.4% - 2%}

B Save @ Cancel

First of all, you have to select the Tender Type, like the picture below — Electronic Tender or Simplified
Electronic Tender.

Tender ®

Procurement Type @ Electronic Tender O Simplified Electronic Tender

Classifier (CPV) code and specific procurement
object

# Choose

After specifying tender type you have to fill in the fields, which are identical in case of Electronic Tender
or Simplified Electronic Tender.
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¢ In CPV code textbox you can indicate the name of CPV code. After typing at least 3 letters, the System
allows selecting the procurement object, corresponding the indicated letters. By pressing “Select” button
the System displays the hierarchical list of CPV codes, from which you choose the desired one.

Attention!

Upon announcement of e-tender it is mandatory to select the most detailed CPV code for the respective
procurement object. The higher hierarchical category should be chosen only when the foregoing deems
impossible; the name of specific procurement object should be specified in “Additional Information”
field.

¢ Additional Information;

¢ Procurement number or volume;

¢ Supply period;

¢ Bid submission deadline: (this field automatically counts the minimum period for the submission of a bid
according to the selected type of tender - Electronic Tender or Simplified Electronic Tender);

¢ Trading with a Pricelist: In case of selection of “Trading with a Pricelist” the “Procurement Estimated
Value” will be substituted by “Pricelist Estimated Value” field and one more additional mandatory field
will appear: “Contractual Value of Procurement Object.” The screenshots of these fields are given on the
below picture.

Auction with price-list
Estimated value of the price list 400000 GEL

Contractual value of the procurement object 20000 GEL

e Procurement Estimated Value in GEL (After selecting “Simplified Electronic Tender” in tender type the
System will specify the maximum procurement value - up to 200 000 GEL);

Tender Bid should be Submitted Exclusive/Inclusive VAT;

Bid Reduction Step in GEL (0.4%-2% of the Procurement Estimated Value will be automatically entered
into this field. Within these limits, specified by the System you will have to choose the Bid Reduction Step
acceptable for you).

After filling in all the above listed fields you will have to press “Enter” button if you want the System to
save the data concerning the Tender Notice — otherwise you press “Cancel” button.

By pressing “Enter” button the data concerning the Tender Notice will be entered into the list of draft
Tender Notices (“My Drafts” button) and the window, like the one given below will appear on the screen.
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- Documentation Offers Result Agreement
4« Back Procurement type Electronic Tender via price list
Announcment number N/A 'z Add to favorites
Procurement proceeding status Draft call for tender

Procuring entities [54 basketball
Procurement announcment date
Bids accepted fromm 07.11.2015 00:00
Deadline for bid submission 12.11.2015 13:00
Financing 2015 Funds (year)
Estimated value of the price list 400" 000.00 GEL
Contractual value of the procurement cbject 207000.00 GEL Contract performance guarantee is not required
Bid must be submitted Including VAT
Classifier (CPV) code

= 09100000 - Fuels
Classifier (CPV) code and specific procurement cbject

e 09111000 - Coal and coal-based fuels
= 09112000 - Lignite and peat

Amount or Volume of Procurements SaSeiine::
Supply Period  SiREmaRie:

Bid reduction step 0.00 GEL
Guarantee amount 47000 GEL
Guarantee validity period 160 Day
Additional Info

< Edit = Register & Print @ Erase Project = Complaints

As mentioned above, in order to announce any tender type you have to click “New Procurement” button.
Upon clicking the button on the screen will be displayed the list of procurement types, if you want to
announce a design contest click “design contest” button, afterwards on the screen will be displayed the
window like the one on the picture.

30639660 <,:| Design contest *

Procurement Type  ® 3mB3p6ibo <:] Design contest

Classifier (CPV) code and specific procurement
object

# Choose
Additional Info

Amount or Volume of Procurements
Supply Period

Offer providing term EI

Financing &I

Quality priority 25 | | o 175
. d> golio < - | - > baGobbo
Price % Quality

Estimated value of procurement GEL

Guarantee validity period 120 Day

B Save @ Cancel
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Compared to the tender notice, design contest draft does not include following fields:
¢ Bidding with pricelist;

¢ Bid must be submitted - including VAT/excluding VAT (compared to tenders, design contest notice is
always submitted without VAT and correspondingly information is automatically reflected via system
upon the creation of design contest notice);

¢ Bid reduction step — (unlike tenders, bid reduction step does not exist in case of design contest,
correspondingly design contest bid is submitted once, where design contest bid price may be equal or less
to the estimated value);

On the picture below is displayed an important field, that is used just in case of design contest notice that
defines quality total score weight and price weight (which sum must compose one), after finishing
evaluation of design contest bid, the system automatically aggregates bid quality total score with design
contest bid price.

For more details, see the paragraph 14 — chart guide for the evaluation of design contest bid and
identification of winner contender;

Quality total score weight must not exceed 80% and must not be less than 70%. As shown on the picture
when design contest notice window is opened, weight is automatically fixed on 75% and user is able to
increase or decrease quality total score weight.

Quality
Quality priority 25 @ 75
Price —=>gyalio < - | - = bafmolbo

Attention!

Evaluation of quality total score weight and design contest bid price must compose one. Moreover, quality
total score weight must not exceed 80% and must not be less than 70%.

After filing in all the compulsory fields, a user must click “enter” button as in case of tender notice. The
mentioned notice will become similar to the design contest notice draft, on the screen will be displayed
the picture like the one below.
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- Documentation Offers Evaluation Result Agreement
1 Back Procurement will be completed in prime time. Additional rounds wiil not be held

Procurement type Contest

Announcment number NfA T7 Add to favorites
Procurement proceeding status Draft call for tender

Procuring entities

Procurement announcment date
Bids accepted from 07.11.2015 00:00
Deadline for bid submission 12.11.2015 15:00
Financing 2016 Funds (year)
Priority (Quality/Price) 77[23
Estimated value of procurement 50°000.00 GEL Contract performance guarantee is not required
Bid must be submitted Excluding VAT

Classifier (CPV) code

« 09100000 - Fuels

Classifier (CPV) code and specific procurement object
* 09132100 - Unleaded petrol

Amount or Volume of Procurements 5000
Supply Period 15
Guarantee amount 500 GEL
Guarantee validity period 120 Day
Additional Info

 additional info

# Edit # Register & Print @ Erase Project # Complaints

Any type of tender notice draft has an important identical buttons. Arrangement and name of buttons is
displayed on the picture below.

s Edit # Register & Print @ Erase Project # Complaints

Meaning of each button:

. Edit — button enables to make amendments within the notice draft;

. Registration — button enables to register a notice;
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. Print — button enables to print a notice;
. Delete draft — button enables to delete notice draft from the system;

If you want draft notice elaborated by you to look like the same as tender or/and design contest notice,
you have to click “documentation” button and on the screen will be displayed the picture like the one
shown below.

# Documentation Offers Evaluation Result Agreement
1 Back Documentation
# Attached Files DatefAuthor
1. F bafobbol 338760 dnemol asbgatodgiol dap®oga.xls 15_1-:-___22-::5
Attach new file (PDF format. Max. size 8 megabytes)
File Browse... | No file selected.
Description
B Attach

By clicking “browse” system enables to mark PDF format tender/design contest documentation stored at
your computer. Then you have to provide a short description thereof in “description” field and finally,
upload the selected document into the system by clicking “attach” button.

Attention!

Document uploaded into the system must be in PDF format, the max size must not exceed 8MB. In
exceptional cases a user can upload excel format document within the tenders/design contests in the
selection/evaluation ongoing process only within the following CPV Codes 45100000, 45200000,
45300000, 45400000, 45500000. Deleting uploaded document is possible only before the notice
registration, afterwards you can only abolish it (by clicking the “abolish” button) and upload a new file.
After abolishment document will be crossed that means it is not active (in force), however it may be
viewed.

After completion of above mentioned procedure, you have to return to the tender/design contest notice
field and click “registration” button, system will assign unique number to the tender/design contest
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notice, status “announced” and all the interested parties will be able to see tender/design contest notice
and submit bids in compliance with the respective rule.

Remember!

A tender can be canceled at any time, except in case when procurement status is “contract awarded”.

In case of status “announced”, procuring entity is has the right to edit tender/design contest notice. Unlike
draft tender notice when the procuring entity could delete the document, in case of registered notice, the
document can only be canceled and a new file could be uploaded.

# _ Offers Evaluation Result Agreement

{1 Back Documentation

# Attached Files Date/Author

1. F ba@obbol zadymo ggemob poasbgotodgbol dapmogs.xls 16.10 2015 12:31

2. |} _e-tenders_guideline_eng_v3-0.pdf girat unapborhan 1 T

Attach new file (PDF format. Max. size 8 megabytes)

File Browse... | No file selected.
Description

A Attach

After cancelation of document, a procuring entity will select a new file and upload by clicking “attach”
button. By clicking this button document will be canceled.
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Canceled document is accessible for any user, it can opened and read as any active document. The
canceled document is displayed on the picture below.

# Documentation Offers Evaluation Result Agreement
4 Back Documentation
# Attached Files DatefAuthor Views
1 ‘L 22.09.2015 12:58 115

2. | A SPA150025669_Lophgbrahm mmapdgbaogos - bobdatghmds - 8gpzepocpa.pdf 0310.201517:02 1 g

Attach new file (PDF format. Max. size 8 megabytes)

File Browse... | Mo file selected.
Description

B Attach

At the document page a user, if necessary, can upload “exclusion certifying document” and conduct
activities which would be limited systemically without uploading the mentioned document. For example
the estimated value of simplified electronic tender is up to 200 000 Gel.

A procuring entity is entitled to announce simplified electronic tender from the monetary threshold, with
an exclusion, if it has the appropriate permission issued by the government. For monetary threshold
violation purposes the Procuring Entity should upload the permission document, and then it will have the
right to announce simplified electronic tender, the estimated value of which is 200 000 or more than 200
000 GEL. An example of attachment of the exemption document is given on the below picture.

Attach new file (PDF format. Max. size 8 megabytes)

File Browse... | No file selected.
Description

B Attach

Remember!

After registration a Tender notice can be edited only while it has the status “Announced”. Subject to
editing are all the fields, except for the Type of the Tender, Type of the Pricelist and Procurement Object.
When the Tender acquires status: “Bidding Commenced”, no editing can be done to the Tender notice
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The below picture demonstrates the case of a registered tender notice

Announcment number SPA150026704 'z Add to favorites

R Procurement proceeding status [E2] Finalization of contract
Procuring entities [ Staff of the c.Tbilisi Sakrebulo

Procurement announcment date 02.10.2015 10:36

Bids accepted from 06.10.2015 00:05

Deadline for bid submission 08.10.2015 12:00

Financing 2015 Funds (year)
Estimated value of procurement 600.00 GEL Contract performance guarantee is not required

Bid must be submitted Including VAT

Classifier (CPV) code
= 39200000 - Furnishing
Classifier (CPV) code and specific procurement object

+ 39200000 - Furnishing

+ 39294100 - Information and promotion products

Amount or Volume of Procurements obogmgm bohgbogfho pmzgdgboogos
Supply Period 10bLa8g8am ey
Bid reduction step 2.00 GEL
Guarantee amount 6 GEL
Guarantee validity period 120 Day

Additional Info

& Print = Chronology # Complaints

By clicking this button |-"> add to favorites | You add procurement notice into the favorites.

Registered notice as the notice draft has functional buttons, which arrangement and purpose is specified
by the status of authorized system user. The arraignment and naming of buttons is displayed on the
picture below.

- History & Print * Chronology # Complaints

Meaning of each button:

e History of Notice button is visible only in cases when amendment is made to the notice and by
clicking the mentioned button the screen will display the detailed information about the modified
fields.

e Print button enables to print the relevant notice.

e Chronology button enables you to see date of each modified ongoing status

o Complaint button enables to see complaints submitted on the specific procurement.
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6.1.1. Procurement Cancellation

If you want to cancel the procurement, you will have, first of all, to access the specific e-tender, announced
by you and press the “Results” button. After pressing the button the following window will be displayed
on the screen.

#5SPA150000122 Documentation Offers Result Agreement

4 Back
@ Procurement cancellation

Document

By pressing “Procurement Cancellation” button the window similar to the below picture will appear on
the screen. It allows you to upload the minute on tender cancellation, without uploading which you will
not be able to assign “Procurement Cancelled” status to the Tender.

Please, upload procurement cancellation related minutes.(PDF file, max size 8 MB)
It is not permissible to grant other status to the procurement or attach documentation after its uploaded

O 1 have read

File | Rrowse... | No file selected.

After uploading the minutes on tender cancellation, you will be able only to substitute the mentioned
document (in the case it was wrongly uploaded) and assign “Procurement Cancelled” status.

Remember!

After uploading the minute on tender cancellation you will be able only to assign “Procurement Cancelled”
status to the Tender. In the case of incorrectly uploaded document the SPA will not bear any responsibility
for consequences and any mistake, conditioned by the carelessness of a user will be the sole responsibility
of the user concerned.
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After uploading the aforementioned minute the ,,Procurement Cancellation” button will appear. By
clicking this button the final “Procurement Cancelled” status is assigned to the tender and the tender
having the foregoing status will look like the picture, given below.

X Simplified Electronic Tender Tender cancelled
Announcment number: SPA150000122
Procurement announcment date: 16.10.2015
Offer reception term: 22.10.2015
Procuring entities: IT dept

Procuring category: 03100000-Agricultural and horticultural products

Estimated value of procurement: 10°000.00 GEL

6.2. Supplier’s Participation in the Tender/Design contest

In order to participate in an e-tender a Supplier, should be logged-in under own username and password.
Once the Supplier is logged-in, the window like the below picture will be displayed with the following
functional buttons.

Appealed Tenders % SUDDHEHM

#i Main © Current procurement 2 Users # Favorites A goboRogmadaeo dgbyogozado & Profile = CMR o SMP = ePLAN & Exit

e Main — By pressing this button you will be able to return to the main page any time;

e Current Procurement — By pressing this button you will see the list of tenders, in which the deadline of
submission of bids expires today or has already expired;

e Users — By pressing this button you will be able to search for data concerning any user (Procuring Entity,
Supplier, Contender Procuring Entity, Black Listed Company/Person);

¢ Favorites - By pressing this button you will see the list of tenders, you are participating/have participated
in;

e Appealed tenders — by pressing this button you can see the tenders appealed by you;

¢ Profile — By pressing this button the information entered by you into the System will be displayed on the
screen (name, identification code, etc.). By using “Edit” button you will be able to update the information
about you any time.

¢ CMR (Contract Management Reports) — by clicking this button a window will be displayed on the screen,
which shows each direct contract awarded by the procuring entity within a year (except electronic tender,
simplified electronic tender, design contest and e-tender procedure)

¢ ePLAN (Module of Electronic Plan) — by clicking this button annual plan will be displayed on the screen,
that a procuring entity submits via the system within the timeframe accordingly the law. A procuring entity
indicates procurement category, procurement timeframe, procurement means, average value and so
forth.
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Attention!

Any amendment made to profile data should be immediately reflected in the System.

¢ Log-out- By pressing this button you will log out. It is mandatory to press “Log-out” button after the end
of each working session in order to protect data concerning your organization.

In order to participate in e-tender, you, as a Supplier, will have to search for the desired tender notice.
After the selection of a specific tender notice the window like the picture given below will be displayed.

_ Documentation Offers Result Agreement

4« Back Procurement type Simplified Electronic Tender

Announcment number SPA150000121 ¢ Add to favorites

Procurement proceeding status Tender announced
Procuring entities [&4 LTD "TbilService Group"
Procurement announcment date 16.10.2015 11:10
Bids accepted from 21.10.2015 00:00
Deadline for bid submission 23.10.2015 12:30
Financing 2015 Funds (year)
Estimated value of procurement 28%000.00 GEL Contract performance guarantee is not required
Bid must be submitted Including VAT

Classifier (CPV) code
* 34300000 - Parts and accessories for vehicles and their engines
Classifier (CPV) code and specific procurement object
= 34352100 - Tyres for trucks
Amount or Volume of Procurements 100 gagmo
Supply Period bgemdgz®peragdol womgdowsb 10 ool soasdo.
Bid reduction step 112.00 GEL
Guarantee amount 280 GEL

Guarantee validity period 120 Day

Additional Info

50% - eng_Labgeodbogm doysoen
50% - eng_Laapgmofmo dgdmbogergdo

& Print ~ Chronology # Complaints # gobabBogmagds

By pressing this |z Add to favorites | putton, you add the notice in favorites.

Arrangement of functional buttons below the tender notice and functions for the user logged in as a
supplier is different in some cases. The picture below demonstrates the example of button arrangement,
when all the possible button is visible for the registered user.

- History & Print ~ Chronology # Complaints # gobosbogmgds
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Discuss each of them:

o Notification history — by clicking this button you will see the history of specific notification. More
precisely, who and when edited the notification, you will also see detailed information about the
changed fields;

e Print — enables you to print appropriate notification;

e Chronology — by clicking this button you will see all data of status changes from the day
procurement was announced and its progress;

e Complaints — by clicking this button you will see the complaint submitted for this procurement;

e Appeal — by clicking this button you are enabled to appeal specific tender

In order to see the tender documentation, you have to press “Documentation” button in the tender notice
concerned and the window like the one, given below will be displayed on the screen.

# _ Offers Evaluation Result Agreement

1+ Back Documentation

# Attached Files DatefAuthor

1. A SPA150025669 bahgbpghm pmagdnbaages - babdahghmbds - dgpgepoemo.pdf 05.10.2013 17:03

i)

By clicking relevant attached documentation stored in the system (in PDF, XLS/XLSX format) will be
opened.

Below the documentation module is arranged communication module (question/answer) with the
procuring entity. By clicking new question button, you can ask a question to a procurement entity about
tender terms and other specific details. Also you can see the questions asked by other users and
corresponding responds of procuring entities.

30.09.2015 19:19 g+ :: 53ohgtoby dmMmng ¢ Reply (1)
mgzgbl dogm dmmbmgbogmo ISO11690-1 gbgds dba®mimgdgemo Jambbob Immpydhol

Gatdmgdom godmbagyen bdog®ob dnbmywgol, Gmdgmop atabaot 3agdo®mdo o6 amob IGmEydhob, ot
batobbmdtng, oy Hydbmemmgog® s bogfhomp of ghgds 3Gmpydab. dobsmgdo 0gbgds my 36
mgdz96mzob ogermo batobbol 3Gmpydhol dgdmmazabde Bgdm blgbgdgemo bgdmogozahob gotglg?

07.10.2015 16:54 bubgrdbogm Lgmgobgdol gobgomatmgbol Lasggbpm :: Jatmoby ga®opodgnemo
Laggbpgdhm pmigdgbhegnado gobbmogmpagdo pacmomagda

37



LObIWEBNBM 3ILINE3IBdNL LOGSIBOM e Unified Electronic System of State Procurement

STATE PROCUREMENT AGENCY User Manual

For bid submission within a specific e-tender you should click “Offers” button and the window like the
one, given below, with the text of Affidavit* will be displayed on the screen.

Certificate
Of Independent Bid Determination

For the purpose of participating in the announced tender, I, the undersigned, certify that | have arrived to accompanying bid
independently from any competitor. I do hereby also certify, that:

* | understand, that the bid will be disqualified if this Certificate is found not to be true or/fand complete in every respect;
* | am authorized by the bidder to sign this Certificate and to submit the accompanying bid;
* Each person, whose signature appears on the accompanying bid, has been duly autherized by the Bidder;

* For the purposes of this Certificate | understand that the word "competitor" shall include any person, who may appear as a
bidder orfand submit a bid in response to this call for bids;

* There has been no consultation, communication, agreement or arrangement between the Bidder and any competition for the
purpose of gaining material benefit or preference, with respect to following issue:

* bid price;

» the methods, factors or formulas used to calculate prices;

+ the submission or non-submission of a bid;

» intentional submission of a bid which does not meet the specifications of the call for bids;

» the quality. amount, technical specifications or delivery particulars of the procurement objects, to which this call for bids
relates;

* The terms of the accompanying bid have not been orfand will not be, knowingly disclosed by the Bidder, directly or indirectly
to any competitor, prior to the date and time of the official bid opening.

I have familiarized myself with the content of this Certificate and hereby certify the veracity of submitted information.

ﬁ * | agree

For state procurement purposes this Certificate is a written document on independent determination of a bid, the undersigned
of which certifies the veracity of the data and circumstances specified in the document on behalf of the Bidder and bears the
responsibility for the veracity of the aforementioned data and circumstances commensurate with the procedure, envisaged by
law. Violation of the terms and conditions of the Certificate shall be subject to criminal liability under Article 1951 of the
Criminal Code of Georgia.

Following the familiarization with the Affidavit text, you certify the veracity of the data, submitted during
the tending procedures and your consent by pressing “I agree” button, as demonstrated on the picture
above. Once you agree to the text of the Affidavit the System will allow you to submit the electronic
guarantee by using one of the two possible methods.

4 Affidavit — a written document, by signing of which the person concerned certifies the veracity of the data and
circumstances mentioned in the document and assumes the responsibility for the veracity of the mentioned data
and circumstances commensurate with the procedure. envisaged by law in force of Georgia
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6.2.1. Guarantee

Method 1: Money Transfer

If you want to temporary deposit money on the account through your credit card, in order to secure your
bid, you will have to select one of the banks from the drop-box.

Attention!

The online payments can be made by credit cards of any bank, which card should have the online-payment
option, assigned by the issuing bank.

By pressing "Money Transfer” button you will navigate to on-line payments webpage of the respective
bank.

Bid securing mode

MoneyTransfer

Submit electronic guarantee

# Submit guarantee

After navigating to the Bank on-line payment’s page, the respective form will be displayed, see on the
picture below.

VISA et

Merchant S.P.A.

Company Address Thilisi

Order ID 1021367

Amount 150 GEL

Card Number [ ]
Expiry Date 01 /v| 2015 |v

cvea? l:l

Verifiedby ~ MasterCard.
ISA

* Enter Credit Card Number without dashes or spaces (Example: 0627030729817769)

* CVC2 (Card Verification Code). Three digits located at the the signature

panel on the back of the card after the account number.

™ Expiration Date is located on the card front side.
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In order to temporarily deposit the guarantee amount on the SPA account, you will have to enter the card
16-digit number (without spaces and dashes), specify the card validity period printed on the front page of
the card and finally, enter the CVC2 three-digit security code, which is given on the reverse side of the
card. After filling in all the mandatory fields you will have to press the “Next>>> button and the picture,
given below will be displayed:

VISA s

Merchant SPA

‘Company Address Thilisi

Order ID 1021369

Amount 150 GEL
‘Commission 3.0 GEL

Gross Amount 153.0 GEL

‘Card Number * 1111111111111111
Expiry Date ™ 01/2015

cver - 959

Verifiedby  MasterCard.
VISA

* Enter Credit Card Number without dashes or spaces (Example: 0627030729817769)

= CVC2 (Card Verification Code). Three digits located at the the signature

panel on the back of the card after the account number,

** Expiration Date is located on the card front side.

By pressing “Pay>>>" button the Bank will automatically withdraw the amount from your card and
temporarily deposit on the SPA account. This amount will be automatically returned to your account
(unless there is a legal ground to enforce the guarantee) only after assigning the final status to the tender
("No Bids Received”, “Contract not Awarded”, “Tender Cancelled”, “Contract Awarded”).

An example of successful accomplishment of the transaction and returning to the System is given on the
below picture.

VISA e

PURCHASE ACCEPTED...
Transaction details:
Merchant SP.A.
Company Address Thilisi
Order ID 1021371
Amount 153.0 GEL
= - Mon Oct 19 2015 10:37:58 GMT=0400
(Georgian Standard Time)
Card Number * 47876334
Expiry Dare = 1607
Payment System Wisa Internarional

Verifiedby MasterCard.
VISA
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Method 2: Submission of an Electronic Guarantee

If you want to use the electronic guarantee as a bid security, you will navigate to electronic guarantee
activation page by pressing “Submit guarantee” button, as shown on the picture, given below.

Bid securing mode

Money Transfer

Bank v

Submit electronic guarantee

* Submit guarantee

After being redirected to electronic guarantee activation page, the electronic guarantee activation form,
shown on the below picture, will be displayed on the screen.

bbIWBENBM 3ILYNP3IdNL LdSBIEOM
STATE PROCUREMENT AGENCY
Labgerdfogm Sgbyomzgdol badagbdem

SPA110002321

Guarantee price :> Lsps6sB@om osbbs: 33 GEL
Guarantee number [ B 33636300l BmBgFo

PIN code [, > PIN oo

Guarantee|Activation :>[ Mbﬁooobbmb(sm‘g@ | 26mB00s |
&~

You enter Guarantee “G11*****124” number in the first field and ”PIN Code” — in the second one, which
you will receive from the guarantee issuer. By pressing the “Guarantee Activation” button you will activate
your guarantee. After successful activation of the guarantee you return to System by pressing “Back”
button.

Attention!

Electronic guarantee will be cancelled only after assigning the final status to the tender ("No Bids
Received”, “Contract not Awarded”, “Cancelled”, “Contract Awarded”) and when there is a legal ground
for the cancellation of the guarantee. The guarantee will also be cancelled after the expiry thereof.
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6.2.2. Bid Submission Fee

After the submission of electronic guarantee you will have to pay the “Bid Submission Fee” via a bank
credit card. To this end you select one of the banks from the banks’ drop-down menu.

Attention!

The online payments can be made by credit cards of any bank, which should have the online-payment
option, granted by the issuing bank.

You will navigate to the Bank on-line payment page by pressing “Money Transfer” button.

Payment of bid submission fee

Qartu Bank w # Transfer

After navigating to the Bank on-line payment’s page, the respective form will be displayed, see on the
picture below.

VISA e
Merchant SP.A.
i =
Amount 50 GEL
Caa Number” ]
Expiry Dace ™
a7 D
Verifiedby ~ MasterCard.
VISA

* Enter Credit Card Number without dashes or spaces (Example: 0627030729817769)

* CVC2 (Card Verification Code). Three digits located at the the signature

panel o the back of the card after the account number.

* Expiration Date is located on the card front side.

To make a transaction you will have to enter the card 16-digit number (without spaces and dashes) specify
the card validity period printed on the front page of the card and finally, enter the CVC2 three-digit
security code, which is given on the reverse side of the card. After filling in all the mandatory fields you
will have to press the “Next>>>" button and the picture, given below will be displayed.
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= Expiration Date is located on the card front side.

Merchant SP.A
Company Address Thilist
Qrder ID 1021406
Amount 50 GEL
Commission 1.0GEL
Gross Amount 51.0 GEL
Card Number * 4787630001834584
‘Expiry Date ™ 07,2016
cvae 957
[conee W o |
Vet;llf;_escg:y MasterCard.

By pressing “Pay>>>" button the Bank will automatically withdraw the amount from your card and
transfer it to the SPA account. After successful accomplishment of the transaction you will return to the
System by pressing “Back” button. An example of returning to the System is given on the below picture.

VISA

Payment System

Verified by
VISA

PURCHASE ACCEPTED...
Tramsaction details:

SPA
Thilisi

1021406

51.0 GEL

Mon Oct 19 2015 12:45:17 GMT+0400
(Georgian Standard Time)

478763784
1607
Visa International

MasterCard.

6.2.3. Uploading Technical Documentation

After the payment of bid submission fee you are required to upload the technical documentation,
otherwise the System will not allow you to submit a bid.

Attention!

In order to participate in a tender/design contest it is necessary to upload only the procurement related

technical documentation.

The technical information is the data concerning the procurement object and information about the
bidder, uploaded by a bidder into the System, which data is requested by the Tender/design contest notice
and Tender/design contest Documentation, along with qualification documents, which should be

submitted by administrative bodies.
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For uploading the tender documentation the window like the one given on the below picture will be
displayed after the payment of bid submission fee.

Technical Documentation
# Bidder File Date

Documents not Available

Attaching of technical documentation (*pdf* file.max size & Mb)

File Browse... | No file selected.

Description Attach

By pressing “Browse” button you will be able to select the technical documentation, stored on your
computer and upload them into the System by pressing “Attach” button.

Attention!

If design contest bid submission technical documentation contains any kind of information concerning the
bid price, contender will be disqualified.

After uploading documentation you will be able to see the document uploaded by you and in the case of

detection of a mistake — you may delete the file by clicking | “delete button” button. Before
submission of a bid price you can upload one or more document(s). The technical documentation attached
by you will be accessible only for you until the end of e-tendering. It can be deleted or an additional
document can be uploaded only after the payment of bid submission fee and before you specify the bid
price in the System.

Technical Documentation -
# Bidder File Date

i ) CNT150000074_test_e-tenders_guideline_eng_v3-0.pdf 1510201 ]

Attaching of technical documentation (*pdf* file.max size 8 Mb)

File Browse... | No file selected.

Description Attach

Please. submit bid price less VAT

Amount (15°000.00 or unchanged: 15°000.00)

Supply (Days) :> dmBmeade (Daygda)

Offer
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Attention!

Technical documentation can be uploaded or deleted only during the period between the payment of bid
submission fee and before you submit the bid price in the System.

6.2.4. Design Contest bid submission price

Once ensuring that all the technical documentation is fully and accurately uploaded and you are ready for
submitting design contest bid submission price, with the help of the window, displayed below, you can
easily submit it.

Please, submit bid price less VAT

Ameunt (15°000.00 or unchanged: 15°000.00)
Offer

Supply (Days) :> dmbmogde (Daygdo)

Along the “amount” field you should indicate the price offered by you.

Attention!

It is prohibited to type comma, space or any other symbol within the offer field, except of numbers.
Otherwise your offer will not be accepted.

If you type any symbol different from number, the relevant field will look like the picture below.

Please. submit bid price less VAT

Amount (15°000.00 or unchanged: 15" 000.00) 44,7 | number?
Offer
Supply (Days) :> dmbmeogdo (Daygda) 5

By clicking “offer” button on the screen will be displayed the window like the one shown below, if you
click “yes” button you certify the accuracy of design contest bid price, otherwise you should click “no”
button.

Offered Amount 45.00

Supply :>ﬂm6m;ggﬁa: 5 Day

Your price is abnormally low. Mark to confirm.

Yes No
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Within indicating design contest price, if the price offered by you significantly differs from the
procurement estimated value, system will display on the screen the window like the one shown below. If
you agree, you will have to confirm your consent by ticking the respective box and then press “Yes”
button, otherwise you will have to use “No” button.

Offerred amount: 1000
The amount, offer by you substantially differs from previous offer / procurement

estimated value. Mark W'irl“
IE‘{‘J Mo Select

After submitting design contest bid price, your bid will be displayed within the main field of offer, as on
the picture below. The identity and quantity of other contenders, as well as bid submitted by them (if
existed) is not accessible within prime time. Only after the termination, you will be able to view the
identity of contenders. Design contest bid price is closed till procuring entity does not evaluate each design
contest bid and assigns winner identified status.

’ Last Utter Hrst Utrer -
Biddes Amount/Date Amount/Date Rliess
8.3 b CONCORD 4:5354 114:50 432DD 11143 [1]view

Attention!

Within bid submission you can view only your own name/technical documentation. The identity of other
contenders is anonymous and technical documentation and design contest bid — closed. The name of
other contenders and relevant documents for design contest bid becomes accessible after the termination
of prime time. Information regarding design contest bid price is accessible after design contest notice is
assigned “winner identified” status or “contract not awarded”.

You cannot edit/delete uploaded technical documentation or modify bid price after the submission of
design contest bid.

6.2.5. Submission of Bid Price within Primetime

Once you assure that the technical documentation is fully and correctly uploaded and you are ready to
submit the bid price, you can easily specify the bid price with the help of the window, given below.

Attention!

“Please, submit a bid included VAT”. This statement refers only to the “VAT” payer Suppliers.
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Amount (45.00 or less) 90 -
Offer

Supply (days) [ >ﬁmb’m@36a (Daygda)

You have to submit the offered price next to the “Amount” field with due consideration of the estimated
value and bid reduction step should be accounted for by a bidder in every next case of change of the bid
price and not with respect to price offered by the other bidders.

Attention!

It is prohibited to type comma, space or any other symbol, except number, otherwise your offer will not
be accepted.

In case of typing in “offer” field any other symbol than number, the field will look like the picture below.

Amount {4500 or |ES‘3) 90 Invalid value

Offer
Supply (days) ][> 8mBmegdo (Daygdn) 4

Then you have to press “Offer” button and the window, like the one, given below will be displayed. With
the help of this window, by clicking “Yes” button, you will confirm the correctness of the bid price,
otherwise you should click “No” button.

Offered Amount 40.00

Supply :> dmbmpgds: 4 Day
Submit Offer?

Yes No

When indicating bid price which significantly differs from the estimated value or your previous offer, the
system displays the window similar to the below picture. If you agree, you have to approve consent by
ticking the box and then click “yes” button, otherwise you have to click “no”.

Offerred amount: 1000
The amount, offer by you substantially differs from previous offer / procurement

estimated value. Mark Wﬁrm.
IE{}_L} Mo Select
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Attention!

The amount last entered into bid price field prevails the price indicated within the technical
documentation (estimate).

After submission of the bid price, your offer will appear in the main field of offers, as shown on the picture
below. The offers of the other bidders (if there are such), submitted during the primetime are not
accessible and the list of Suppliers will appear only after the completion thereof.

. Last Offer First Offer
Hidder Amount/Date Amount/Date Sliers
40.00 4 Day 45.00 5 Day 21 View
19.10.2015 16:13 19.10.2015 15:23

Attention!

Upon submission of a bid, you can see only our own name/technical documentation, as regards the other
bidders, their quantity and identity is anonymous and technical documentation and bids — closed. After
the expiry of the primetime, the bid will become accessible and after the completion of additional rounds
— the other bidders’ identity and technical documentation.

You will not be able to delete/edit the technical documentation uploaded by you once the bid price is
submitted.

You have the option to withdraw the bid through the System until the end of bidding process. To this end
you should use “Withdrawal Bid” button, as shown on the picture below.

@ Withbraw bid

Please, submit bid price less VAT

Amount (40.00 or less)
Offer

Supply (days) [——, > dmBmegdo (Daygda)

The withdrawal of a bid is the legal ground for the enforcement of the guarantee, submitted by you.
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6.2.6. Reduction of Bid during the Additional Time (Additional Rounds)

After the expiry of tender primetime the additional three rounds will be launched, however the
participation therein is not mandatory. During additional rounds each bidder is entitled to reduce the
price, submitted thereby during the primetime or withdraw the bid. The System has special fields for
additional rounds, as shown on the picture below.

1st round of trade

Start End Bidder Amount
12:09 12:11 Bidder #1 27900.00
12:11 12:13 Bidder #2 2°896.00

2nd round of trade

Start End Bidder Amount

12:19 12:21 Bidder #1 2°800.00

3rd round of trade

Start End Bidder Amount

12:25 12:27 Bidder #3 2°680.00

Inthe first round the order of reduction of price by bidders is defined according to prices, submitted during
the primetime. Specifically, the first offer in the first round shall be made by the bidder, who offered the
highest price during the primetime, in the second round — by bidder, who offered the highest price before
the commencement of this round, and in the third round — by bidder, who submitted the highest price
before the commencement of this round.

Remember!

Each bidder will be able to make offer during all three rounds of e-tendering only within a period of 2
minutes, when its turn comes.

In each round the final price is offered by bidder, who offered the lowest price before the commencement
of the round concerned.

As already mentioned there is a break after the expiry of the primetime, which unlike the second and third
breaks, lasts for 5 minutes instead of 2 minutes. The first break is followed by the first round. The screen
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will display the picture similar to the one, given below, with the indication “First round.” In the same
window the bidder will see the information about the commencement and completion of the respective
round and the order of the bidders with the indication of the exact time.

Tender SPA110022022 Tender Documentation Offars Results

0 0 S0 - - i
Honre Minatas Secands ¢ Refresh Payments Tech. Documentation
First Round
Start End Bidder
First Round 18:05 18:07 Bidder #4 (MASTER-PRINT)

A bidder, who offered the highest price during the primetime, will be the first to submit the bid price with
the help of the window, similar to the one, given below.

Amount (47210 or less) I I Offer
Start End Bidder
First Round 13:05 13:07 Bidder #4 (MASTER-PRINT ]

The bidder should specify the amount, he/she wants to offer next to the “Amount” field and then click
the “Offer” button.

When the first bidder makes an offer the System will allow the second one to offer his/her price within a
period of 2 minutes according to the procedure and order, described above. The other bidders (if there
are such) will submit their bid prices according to the same procedure and order.

Once all the bidders have submitted their bid price in the first round, the round will end, the next break

will be announced and the announcement, like the one on the picture to 0 0 o5

Hours Minutes Seconds
Second Round

the right, will be displayed.
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Then the window like the one given below will appear on the screen, which will display the results of the

first round.
1st round of trade
Start End Bidder Amount
16/12 18:05 1612 18:07 |"'1:':_‘5TER'PR|NT 17475
(Bidder #4)
16/12 18:09 16/12 18:11 Eidder %3 17370
16/12 18:11 1612 18:13 Bidder 21 17369

After the end of the second break, the second round will be launched. On the screen will display the
window stating “Second round”. The same window will also display the detailed information about bid
submission, commencement, end and order.

Tender SPA110022022 Tender Documentation Offers Results

0 0 23 & Refresh  ~ Payments = Tech. Documentation

Hours Minutes Seconds
Second Royund

Start End Bidder
Second Round 13:15 18:17 Bidder #4
Second Round 18:17 18:19 Bidder #2

Attention!

If a bidder decides not to participate in additional rounds, the price offered during the primetime will
remain valid.

When all the bidders submit their bids in the second round, the round will end, the next break will be

announced and the window, like the one given to the right will be 0 0 16
displayed on the screen. Hours Th’i.llri::ll-”;{?-a:nd Seconds
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At the same time, the screen will also display the window, like the one on the below picture, which will

provide for the results of the bidding

in the second round, together with those of the first round. If the

field of each bidder in the rounds’ table remains inactive (is light grey) when its turn comes, it means

that the bidder did not participate in the round concerned and his bid
remained unchanged.
1st round of trade
Start End Bidder Amount
16/12 18:05 16/12 18:07 NEXTSTAGE (Bidder £4) 1°475
16/12 18:09 16/12 18:11 pgidder 21 17370
16/12 18:11 16/12 18:13  Bidder 23 1°369
2st round of trade
Start End Bidder Amount
16/12 18:15 16/12 18:17 NEXTSTAGE (Bidder #4) 17350
16/12 18:19 16/12 18:21 Bidder 21 17335
16/12 18:21 16/12 18:22  Bidder 23 17333

price

After the end of the third break the third round will be launched. The screen will display the window
stating “Third round”. The same window will also display the detailed information about bid submission,
commencement, termination and order.

Third Round

Please, wait for your turn

Start End Bidder
Third Round 12:25 12:27 Bidder #3
Third Round 12:27 12:29 Bidder #4

#SPA150027701 Documentation - Result Agreement
4« Back i .
@ Refresh ~ Payments ~ Technical Documentation
0 0 11
Hours Minutes Seconds

Estimated value of procurement: 4°000.00

Supply Period: 30 33tm9bpa®ymo ooy
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After the expiry of the timelines for the submission of bids for all the bidders and the end of additional
rounds, the System will display the results of additional rounds, as shown on the picture below:

1st round of trade
Start End Bidder Amount
16/12 18:05 16/12 18:07 MASTER-PRINT (Bidder #4) 17475
1612 18:09 16/12 18:11 Bidder#1 1°370
1612 18:11 16/12 18:13 Bidder #3 17369

2nd round of trade
Start End Bidder Amount
16/12 18:15 16/12 18:17 MASTER-PRINT (Bidder #4) 17350
1612 18:19 16/12 18:21 Bidder#1 17335
16/12 18:21 16/12 18:23 Bidder #3 17333

3rd round of trade
Start End Bidder Amount
16/1218:27 16/12 18:29 MNASTER-PRINT (Bidder %4) 17300
1612 18:29 16/12 18:31 Bidder#1 17320
16/12 18:31 16/12 18:33 Bidder #3 17299

After the end of all three rounds the System will categories the bids according to decreasing principle (in
the case of similar prices the preference is given to the bidder, who was the first to offer this price), as
shown on the picture below.

Bidder ﬁ;ﬁ;ﬁfgate Err':ctnﬁlftigate Bl
O 000 LY. [21 View

!ﬂ _ %E‘.].Sl.zznﬂlﬂ 13:28 }5‘.352010 15:19 [?] m View
!ﬁ _ }E.]:.J,Zl.];;lc 18:25 }E.?E.EGIG 17:45 [4] m View
!ﬁ _ }E‘.lz}_.g;_gﬂlﬂ 13:32 }E‘.EEEGIG 17:52 [5] m View

A star means the number of participants in additional rounds. Accordingly the pictures above participant
“supplier” did not participate in additional rounds and correspondingly has no star.

After additional rounds are complete and procuring entity identifies winner, upon the demand supplier
must upload appropriate documentation. Documentation uploaded by supplier is distinguished in red
color from the one of procuring entity.

Document DatefAuthor
1. ﬁ CNT150000069_satesto.pdf 09.10.2015 12:45 = ([ NN
2. ﬁ CNT150000069_gmabpbhgdoby madpzob_satesto.pdf 05102015 12:45 - (D
3. A CNT150000069_gabgbpgds_satendero dokumentacia.pdf 09.10.2015 12:50 -- (AR
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6.2.7. Appeal
# gobofiog@gde| By clicking this button you can appeal a tender. After clicking the respective button will
Appeal be displayed window where you have to indicate essence of the complaint, legal grounds and demand.
New compliant / - sbaco babogaGo / bafogtndo Bodwabaca 3 B &3
COmpIaintS Of bahoafol £ Status Date Berdhingsbo
current ‘ records not found
procurement & Refresh

Essence of the compliant T }> bsfiozob s6to
Aobig®ge egzgbo Lafng&ob dnbooa®ba. Bogmamgm dg8byneagrmn mGgabobagonl o gdgwgdal cbofog®gdm o mosbodymgm
w3900 GmbsbMmgda.

Legal grounds of the

. Lofogmol LuBemormgddogo bogyd: bo
compliant [>bofiog 3d®ogo bogadzey

Demand i:> dmmbmgbo

A Name/Last name Telephone number

2

ID number ::> 306omo Bmdgdo babgemo, ggu6o BTegmmbal Brodgéo

Plaintiff :>> bafogob Bot8mBpagbo

Save > & fafiges

Close

> Essence of the complaint — in the mentioned field you have to write content of the complaint,
specify the action of the procuring entity you are complaining at, and ground your assumption.
Legal grounds of the complaint;

Demand;

ID number — in the respective field should be indicated plaintiff's ID number. By clicking the .
button you are enabled to automatically fill in mandatory fields of name and last name using

the service of “Public Services Development Agency”;

» Name/last name — name and last name of the plaintiff;

» Telephone number — telephone number of the plaintiff;

YV V V
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After the essence of the complaint, legal grounds, demand and personal information is indicated by
clicking “save” button will be displayed the window like the one below:

New Compliant / ¢> dbamo LoRoga®o / bafeggdo dodwabamy Bgbgozody x
complaints of bofogol # Status Date dodfiogabo
current =] 36madoo 1982015 agbgntgdob saago
procurement T

Project Q’ [E2] 36madao
draft dgbyoaob 3opaanGos (CPV)
71300000 - bonbgobMmm dmdbobycgdgde
bafing®ols a®Lo
69booe
bafiog®ol badaGOEIdH0z0 bagyIdaEgde
o bogemmzammb 306mbo bobgmabogm dgbyowzgdalb dgbobgd
dpbemo 3. 306mb80 godmygbadymo Ha®8nbgdab gobdamhgds
dmmbmgbs

39998gb d9dbgnzgmo mGzabobognab 30bmbawgdmmmanl dgyboadsdm gowsbyzgnnmgds

Edit Deleting draft
bahioaGob BsG3mBpagto 30630 Bodg®o Haeaaebol 6ndg®o
Complaint submission > - bshogeob BoGragbs  + Bgbboegds & 3Omgdoob Bsdms
30853G 9000 BOAEdE
(@o0mygdn o6 sal) sboeo o PDF go6Gdsgoo. dod. bmds: 88
Browse ¢> | BeiBepuTe daitn | ®aiin He BLibpaH B8 808036gdo
LHOEILABOL HbHMOOS ﬂ
i Attach

Close

» Complaint submission — by clicking this button you will send a complaint to the Dispute Resolution

Board. After sending complaint you are not able to edit it;
» Edit — by clicking this button you are enabled to edit amendments (amendments are acceptable

before submission of the complaint) through the current complaint;
> Deleting draft - by clicking this button you are enabled to delete complaint draft.

By clicking “Complaint submission “button will be displayed complaint submission window.

Complete submission —— > boRogMob googbagbs x

Complaint will be submitted to —F~bofinza600 gowo0gboghyds w©ogg00L gobbowmgol badgmdo
dispute resolution board and it ©> dobo Mgegdhacgds oo agbgds dgbadmgdgemn

couldn’t be edited any more.
Are You Sure?

No Yes
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Attention!

After submission of a complaint to the Dispute Resolution Board, you are not able to change or delete it,
except in exceptional cases, when Dispute Resolution Board requests for clarification of a complaint (in
case of clarification , complaint can only be edited and sent back, but it cannot be deleted).

Supplier has only one business day for the clarification of a complaint, after the expiration of deadline, it
cannot be clarified.

New compliant / : > obagmo LaRogamo / boBog®gdo 8odobatg Bgbyozo8y x
complaints of bofiog®ob # Status Date dedhingobo
current LoRngo®o dgd3mbyemns 127%2'2015 Habhocgdol s3m0
procurement :

Complaint submitted &7

@ $ Refresh

LoRngoto dgdmbyemos
dabyogab 3000300 (CPV)
71300000 - bonbgobm dmabobyMgdgdn
bafingGol a®bo
09boo

bafiogMob badaGmegdtogzo bogdaegde
o bogo®mmzgmmmb 30bmbo Lobgemdbogym dgbyo3gdel dgbobgd
dybemo 3. 306mbdn godmygbgdymo hg®mdnbgdol gobdomgde
dmmbmabs
399d0cegb dgdbynzgmmo mMgobobognolb 306mbdgdemmdnl dgybodadm gowsbyzgnnemgds

bafing®ab bo®dmdanbo

3nMago bmdgmo Hawanmbol bmdgmo

308536100000 Qoo gda

{gooemgdo o6 36ob)

byopaLadol abphm®os
19-11-2015 bohogato dgdmbyemos
14:26

Close

7. Tender Results
Identifying winner contender and awarding state procurement contract

After bidding is completed in a specific e-tender, you, as a Procuring Entity will have the possibility to
award the contract commensurate with the procedure, envisaged by the Law.
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First of all, you will have to access the e-tender, announced by you after the acceptance of bids is
complete, press the “Results” button. After pressing this button, picture like the one, given below will be
displayed on the screen, with help of which window you will have to upload the Minutes of all the
respective sittings of the Tender Commission and all the tender related documents as well.

Tender SPA110000603 Tender Documentation Dffers Results

i Cancel Tender

Document Date / Author Views

Mo records found

Upload the report and any other relevant document (if there is such) (PDF file, max: & ME)
File CAUzers' Administrator\Desktoptsatesto dok'dok pdf

Descrition B Attach ﬁleﬁ

The ,,Browse” button allows you to select and mark the document, stored on your computer. Then you
will have to give the short description of the document in “Description” field and upload it into the System
by clicking “attach file” button.

Remember!

The minutes of the Tender Commission and the documentation should be uploaded into the System as
soon as they are signed.

7.1. Selection/Evaluation
After uploading the minutes of the Tender/design contest Commission and the other relevant
document/documents (if there is/are such), the System will automatically assign the status
“Selection/Evaluation” to the e-tender, which, like the below picture, will appear in case if all the e-
tenders have the same status.

Simplified Electronic Tender Selection/Evaluation

Tender Registration number: SPA110000513 Bidders - 5
Tender announcement date; 03.07.2011

Bid submission deadline: 14.07.2011

Procuring entity: R
Procuring category: 03200000-Petroleum, coal and oil products

Procurement estimated value: 154325 GEL

7.1.1. Disqualification types

After the completion of bidding, the Procuring Entity uploads the minutes of the Tender Commission and
the System automatically assigns the status “Selection/Evaluation” to the e- tender, the Procuring Entity
will be in the position to identify the winner (if there is such) or in case of design contest procuring entity
is enabled to offer quality total score of the documentation of each participant and by clicking
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“aggregation of quality total score with the price” button aggregate total score of design contest bid price
or disqualify bidder commensurate with the procedure, envisaged by Law.

A bidder in case of Tender and Design Contest as well, should be disqualified by clicking the buttons shown
on the picture below, which buttons depend on the status of the tender. The picture demonstrates the
disqualification buttons, which correspond the “Selection/Evaluation” status.

Supplier: ™ MEW HAPPY DAY ™ -

@ Disqualification due to technical documentation

I Bidder refused the bid
! Disqualification due to mala fide action

@ Execute ;E

In the case of “Winner Identified” status the following disqualification buttons will appear:

Supplier: " MEW HAPPY DAY " -

~) Bidder refused the bid
) Disqualification due to mala fide actien

o Executeii

In case of design contest “winner identified” status, appears one more disqualification ground, which is
called “disqualification due to the bid calculation”.

In the case of “Contract Finalization” status the following disqualification buttons will appear:

Supplier: " MEW HAPPY DAY " -

i@ Disqualification due to mala fide action

.....

71 Disgualification due to contract dencuncement

- Executr:iE

Attention!
Before clicking “Enter” button the Procuring Entity is required to upload the minutes of the

Tender Commission specifying the reasons of contender disqualification.
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After marking each button and clicking “Enter” button, the window like the one given below, will appear
on the screen, with the help of which the disqualification of the bidder is confirmed according to
circumstances, envisaged by Law.

Dizqualification due to technical documentation

* MEW HAPPY DAY ”
Guarantee amount will be refunded

[#: 1 agree. Document uploaded
Are You sure?

Yes Mo

Each type of disqualification has its consequences, envisaged by law (refunding or deducting the
guarantee amount, sending a request to the SPA for registering in the Black List), and, respectively, after
clicking “Enter” button the above explanatory message will be displayed on the screen. Consequently, the
System will not allow the disqualification until the Procuring Entity ticks the field: “I have read and
uploaded the respective document.”

Attention!

After each disqualification the tender status will automatically change to “Selection/Evaluation” status if
there are other bidders and in case of design contest- “winner identified” status.

7.2. Status-No bids received

If no bidder submitted a tender/design contest bid in an e-tender, the system assigns automatically “no
bids received” final status to e-tender and tender with such status will be the same as the picture
displayed below.

_;“/' Simplified Electranic Tender Mo bids received

Tender Registration number: SPA110000513

Tender announcement date: 08,07.2011

Bid submission deadline: 14.07.2011

Procuring entity:
Procuring category: 05200000-Petraleum, coal and oil products

Procurement estimated value: 154225 GEL
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7.3. Winner identified

7.3.1. Winner identification in tender

If at least one bid (the tender documentation and bid price, which is submitted by using system field,
allocated for these purposes) was submitted in an e-tender and the bidder concerned was not disqualified
by the Procuring Entity, the System allows for assigning only the “Winner Identified” status.

Change tender proceeding status

Winner identified - |ﬂ Apply IIE

In this case you click the “Apply” button, as shown above, the System will automatically assign the “Winner
Identified” status to the e-tender and the tender having this status will look like the picture, given below.

[f=] Simplified Electronic Tender Contract awarded
) ) Winner: Lalfagemo gobafo
Tender Registration number: SPA110000513 Bidders - 3

Tender announcement date: 08.07.2011

Bid submission deadline: 14.07.2011

Procuring ensty: (N
Procuring category: 03200000-Petraleum, coal and oil products

Procurement estimated value: 154225 GEL

Attention!

The “Winner Identified” status is a transitional and not final status of a tender.

7.3.2. Winner identification in design contest

If at least one design contest bid is submitted (technical documentation and design contest bid price,
which is submitted via its systemic field) and contender submitting a bid is not subject of disqualification
by a procuring entity, system enables documents to be evaluated and after evaluation possibility of
indication of total score in the system.
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In order to identify winner, you have to click “evaluation” button and move to the “evaluation” page, the
example is shown on the picture below.

#CNT150000013 emzndgbgogos  dgmagobydado - dyegaodo  bogemdgzhgemgdo

« 306 Evaluationﬁ

wm330nbhognal Bygaligbs @ Docgment evaluation
mandgbhob dygmobagde

d0909bweobho

=
£

Termination of Document evaluation

J

m389bhadol dgmabadol abdyenads

After moving to the “evaluation” page, from the drop-down menu “document evaluation” (along with
each organization) you have to assign relevant status along each field, as displayed on the picture below.

JMgnabogbho wmandnbhnl dnmobsdo Document corresponds

o= _ to requirements
Termination of Document evaluation f

m3gdgbhoygos 8ggbedodgde Bmmbmgbab
wegndabiopos o dggbadadgds Bmmbmgbab¥— Document doesn’t

160 mfgoc correspond to

wm33d9bhndal dgopbadolb abimyemgde

“—~/Rejected to evaluate

requirements

After filling in “document evaluation” in the drop-down menu you are enabled to move on quality
evaluation. Moving on quality evaluation is conducted by clicking “termination of document evaluation”
button. Afterwards will be displayed quality evaluation fields, the same as on the picture below.

Qualitv evaluation > bafnbbob Bagobyde

3M909bmobhe Quality scoring C=> dgmoligboly sex@ogonbie
5 G 0.00 ;
. 0.00 s

After clicking -~ button, on the screen will be displayed the window for the indication of quality ratio,
resulted from evaluation of quality scoring.

damobgbob gmogogngbho % <1 Evaluation of quality scoring

® fRobato wabyfge
==

‘C’Q - ~Close
Submit

61



LOLIWAEENBM FIALINP3IBOL LOI3IEOM ’ Unified Electronic System of State Procurement
STATE PROCUREMENT AGENCY

e

User Manual

Within each field of ratio evaluation you should write the resulted evaluation ratio of relevant bidder,
which is obtained by calculating of quality total score matrix in Excel file. After the termination of
indication of evaluation ratio, filled in uploading field for total quality scoring calculation matrix will be
opened automatically, as shown on the picture below.

3G9Habwabhe Quality scoring i>3:1t!;>b:150b 3090304309600
= 10.00
F5 bobo 3méebopenn

554
damobadob donmoge

Hanfmgm ba@abbol o860 gyeob oasbgadodgdal dggbadnamn Bahogs (XLS ob XLSX mooemn, doguodaenymn Bmds 8 Agasdoofn).
afhaomomgol d9dwas mdanb game® dgdengbo dgmobadob jmamopogbhadol gaemoamydab.

Readﬁ aeaaiebo

aanemn || Choose File | No file chosen @ Attach

Afterwards you have to mark “read” field and click “choose file” button which enables to mark filled in
total scoring calculation matrix stored at your computer in XLS or XLSX format and by clicking “attach”
button upload the mentioned file.

Remember!

After uploading filled in total scoring calculation matrix, you are not able to conduct any activity, except
for uploading relevant minutes of the design contest commission and total score aggregation with price.

After uploading filled in total scoring calculation matrix it is compulsory to upload design contest
commission relevant minutes on the “results” field. Upon uploading the minute will be displayed “quality
total scoring aggregation with price” button, as shown on the picture below. By clicking the button system
will automatically aggregate total scoring and design contest bid prices obtained from bidders. The design
contest notice will be assigned “winner identified” status automatically by the system. After aggregation
and winner identification, evaluation page will look like the picture below:

#CNT150000013  woz86houos agmogobgbu% 85093300 | bymmBgsGyengds
« p3ob Evaluation

mandabdopool Bpgabigde

£0696wobho ; ©o35d9boob dggabyde Document corresponds
36002603660 Document Evaluation &7 P

= _ wm 385bhogee dggbadedsgde Gmmbmgﬁob( to requirements

&= _ wm 3896hopne Bggbebodgbs Ammbmgbal

batobbob dgggobygde

Quiality scoring
3Mahabonbho Qualitv Evaluation dgmebgdol 3maoopogbhe 4?

) 10
= G 5

damobgdol Boh@oge
ﬁ_:' CNT150000013_8g3bgdyene Bog®oo_New Microsoft Excel Worksheet.x|sx
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After assigning “winner identified” status to design contest notice, the offer page will be changed too and
if before the mentioned status, design contest bid price was not accessible and only bidders could access
the amounts offered by them, the mentioned status enables any interested party to access each offered
bid. Besides amount, via the results page system assigned aggregated score of each bidder will be
accessible and results page will look like the picture below:

#CNT150000013  omgndabhoyos - dgmebado  Baeagado  byendga@gemgde

+ 030 Offers © @ a30foob gobabengbe |~ gomaebogdo + tadbognto wmznBabhogos

Bnbyogol baga®oyom modgdnmade: 787478
Hengdol gomo®dgdomab 20156-0b 15 agbobob Romgemoo
Bobotaegdgdol Bogade @obGyemgdyemoes

dmbopgbol gogs: baendy

Offered bid / Time % Aggregated score %
3M9tabwabho dgmagebabyemo mabbe [ @Go 3090]. sa®amnmydneon Jaeos
(&= _ 39340,_,2}5 1010 10 8.19555837873123811866742254046468721825
(&= _ ‘259040??5 10a 5 8.1290844942447146129894790847194 380867371

7.4. Contract not awarded

If at least one bid (the tender documentation and bid price, which is submitted by using system field,
allocated for these purposes) was submitted in an e-procurement and all the bidders were disqualified by
the Procuring Entity the System allows for assigning only “Contract not Awarded” status.

Change tender proceeding status

Contract not awarded «» & Apply@

In this case you click the “apply” button, as shown above and the System will automatically assign the
final “Contract not Awarded” status to the e-procurement and the procurement having this status will
look like the picture, given below.

Simplified Electronic Tender Contract not awarded
) ) Winner: babFszmem 3660
Tender Registration number: SPA110000513 Bidders - 3

Tender announcement date: 08.07.2011

Bid submission deadline: 14.07.2011

Procuring entity: (RIS
Procuring category: 03200000-Petroleum, coal and oil products

Procurement estimated value: 154225 GEL
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7.5. Contract finalization

After assigning the “Winner Identified” status to the e-procurement, the System will not allow you to
change the status of the e-procurement concerned, unless you have uploaded the minutes
of Commission and the other relevant document/documents (if there are such). An example of
attachment of a document is given on the picture below. Then you select the file and upload the minutes
of Commission by pressing “Attach” button.

Upload the report and any other relevant document (if there is such) (PDF file, max: 8 ME)

File

Descrition B Attach file,

After uploading the minutes of Tender/Design contest Commission and the other relevant
document/documents (if there are such), the System will automatically assign one of the two possible
statuses:

a) “Finalization of Contract” - Until there is at least one active (not disqualified) bidder the System allows
for assigning only the “Finalization of Contract” status.

Change tender proceeding status

Finalization of contract |ﬂ Apply !%

The tender having this status will look like the picture, given below.

Simplified Electronic Tender Finalization of contract

. ) Bidders - 1
Tender Registration number: SPA110000513
Tender announcement date: 08.07.2011
Bid submission deadline: 14.07.2011
Procuring entity: (I
Procuring category: 03200000-Petroleum, coal and oil products
Procurement estimated value: 154225 GEL

b) “Contract not Awarded” — if all the bidders participating in the procurement were disqualified. After
uploading the minutes of Commission and the other relevant document/documents (if there are such),
the System allows for assigning only the “Contract not Awarded” status.

Change tender proceeding status

Contract not awarded » |8 Apply !E
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The procurement having this status will look like the picture, given below:

Simplified Electronic Tender Contract not awarded
d } ) b Winner: LslFsgeom 3nbaho
Tender Registration number: SPA110000513 Bidders - 3

Tender announcement date: 08.07.2011

Bid submission deadline; 14.07.2011

Procuring entity:

Procuring category: 03200000-Petroleum, coal and oil products
Procurement estimated value: 154225 GEL

Before uploading contract and assigning status “contract awarded” a procuring entity is obliged to add
classifier description in case of procurement of goods in the “results” field. By clicking “add” button the
widow like the one below will be displayed:

waBatnba x
Classifier C[[>serobogozopmeo = 08100000 - L:F3sa0

| = 09110000 - 5ysmn Lezean

- 09120000 - snFmssEo Lifgsan

09130000 - Bagermdn s oldnmadgdo

Country of origin C—[>a6amdmgagesn

- danyobo - v

Production Company —[> P
Model ; domgeno

Specification C—[[>l3asomosai0s
A

Lboggobdm Lbopygndo (FoBmomgeno
Key wordsC ][>0

Quantity — Maeegbmdo [ gobbmdocngdo

f g O OB o
Unit value C=[Bo®eanenol gohgdyengde

-

Total value CSJp>bea®me momadgenabe

Submit C—> fsba®a woby@gs | <= Close

e Classifier — after visiting mentioned field, will be displayed CPV code and classifier divisions with
corresponding specific objects;

e Country of origin — in this field should be indicated a country where the mentioned product is
produced;

e Production Company — in this field should be indicated the name of the production company (for
example: NOKIA);

e Model — In this field indicate the model of the object to be procured (for example E 72);

e Specification — in this field must be indicated the definition of specific peculiarities. Filling in
specification field is not obligatory;

o Key words — in this field should be indicated the definition that is different from procurement object,
more comfortable for search or/and more widespread (for example mobile phone, telephone and so
forth). Filling in key word field is not obligatory;

e Quantity — in this field must be indicated the quantity of the procurement objects;

e Unit value — in this field must be indicated unit value and currency of the procurement object;

e Total value —after the quantity and unit value of procurement objects are specified, in the appropriate
field will be automatically written down the total value of procurement.
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Attention!

Filling in classifier field via unified electronic system of state procurement is obligatory In case of
procurement of goods conducted with simplified electronic tender and electronic tender. The reflection
of given information is the right and responsibility of procuring entity. Correspondingly, please indicate
the information attentively, that means indication of whole data about goods to be supplied and not
symbols (for example: - / ? ; and so forth).

7.6. Contract Awarded
“Contract awarded” status is one of the last status of e-tender. This status can be assigned to the
procurement as easily and comfortable as any other statuses.

Attention!

After assigning status “contract finalization”, it is forbidden to award contract, upload it in the system,
and assign e-procurement “contract finalization” status for the duration of 3 business days, in case of
Design Contest - 10 business days.

After assigning “Contract Finalization” status to a specific e-procurement in full compliance with the
above-described procedure, the System will allow you to assign “Contract Awarded” status thereto with
the help of the window, like the one, given below.

Attach Contract

Contract C:\Users\Administrator\Desktopsatesto dok':| Browse_ |
Contract No.  |162

Contract nt 1200 oo Lariftetri -
Contract nt 14 06.2011 10.09.2011

B Attach g

1. The System will automatically enter the winner bidder in “Winner” field;

Remember! A bidder can be disqualified only by using system buttons, after uploading the respective
minutes into the System. Without following the order of these procedures, you will not be able to
select/evaluate the next bidder and award the contract thereto.
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2. By using the ,,Browse” button located next to “Contract” field you will select the scanned version of
the contract made in compliance with statutory requirements in your computer

3. You enter the Contract number in “Contract Number” field;

4. You check the amount in “Contract Value” field which amount is automatically generated by the System
according to minimal offer of the selected bidder. If the value of the contract made with the mentioned
bidder is less than the amount of the latter’s minimal offer, the amount generated by the System should
be edited and the amount, the contract was made about should be specified;

5. With the help of two calendars you specify the Contract validity period in “Contract Valid” field.

After the accomplishment of the procedures described in “1”-“5” paragraphs you will upload the copy of
the contract into the System by pressing “Attach” button and the window like the one shown on the below
picture will be displayed.

Contract

=
— O

Mo_fAmount: MN4557 f 1200 GEL

Contract validity: 04.07.2011 - 01.05.2011 .&. Open/Download
05.05.2011 15:40
Views: 0

@ Delete EQI'EEI'I'IEI'It;FJT

In order to avoid any mistakes the System allows you to delete the Contract and substitute the mistakenly
uploaded Contract or/and change the inaccurate data entered into the System about the Contract before
assigning “Contract Awarded” status to the tender by pressing “Delete Contract” button.

Remember!

After assigning the final status “Contract Awarded” it will be impossible to substitute the uploaded
Contract or/and data entered into the System about the Contract. Due to this reason, before assigning
the final status, please, check carefully the Contract or/and accuracy of the data entered into the System
about the Contract in order to avoid any mistakes.

After making sure that contract or/and contract related data is indicated correctly into the system, you
may click status “contract awarded” as shown on the example picture displayed below.

Change tender proceeding status

Contract awarded -~ |®& Apply H
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In this case, you click the button “assign” after which the system automatically assigns e-tender “contract
awarded” status, as displayed on the picture above and procurement of mentioned status will look like
the one displayed on the below picture.

u Simplified Electronic Tender Finalization of contract

) ] Bidders - 1
Tender Registration number: SPA110000513
Tender announcement date: 08,07,2011
Bid submission deadline: 14.07.2011
Procuring entiy:
Procuring category: 03200000-Petraleum, coal and oil products
Procurement estimated value: 154225 GEL

7.7. Contract amendment
After assigning “Contract Awarded” status, the contract is automatically assigned status “current
contract”. With the mentioned status “contract” button related page will be displayed like the picture

below:
#CNT150000014 e 380bhoos damagebybabo Bnaobnbo Bocoaando byenBazGneende
a 7396 Contract &/

Ongoing contract d> On8obathy baemlnzGyemnde

amande Bipomoedgern ©: 20.05.2015

89 oy byemdgatyengdol G;m{jag@ubuu ool wdmbymgedon

[%5] SATESTOS5

BbedgGofmaebbo: N5555 [ 780000000 goofin
baends 3Gneeabo degoodos: 12.05.2015 - 29.08.2015

e . A Bobgo/gondmbaie
20.05.2015 12:10 ySuccessormdlcatlon e D0030/B 2

Correcting contract mistakes v J@epgdeBobiggracl Bomomgde %Contract amendment

v baendszGyeegbodo dgoemBol gobbomade v baendgztyeegbol gaemoemgbo

“Ongoing contract” - status allows to amend contract and afterword’s reflect appropriate amendments
in the system. In order to make amendments you have to click “contract amendment” button and window
like the one below will be displayed on the screen.

Attach Agreement update

Winner Umbro-Georgia -

Agreement C:h\Users" Administrator'.Desktoptsatesto dok’y
Agreement No. 162

Agreement amout 1200 0o Lariftetri -
Agreement validity 14 06.2011 10.09.2011

1. The System will automatically enter the name of the winner, the Contract is made with, in “Winner”
field. By using the ,,browse” button located next to the “Contract Amendment” field you will select the
scanned version of the amendment to the contract made in your computer in compliance with statutory
requirements;
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Remember!
After uploading the “Contract Amendment” it will not be subject to editing.

If the amendment is uploaded incorrectly by the Procuring Entity, the SPA shall not bear the responsibility
for consequences and any mistake, made due to the negligence of the Procuring Entity will be the sole
responsibility of the latter.

2. You enter the Contract number in “Contract number” field;
3. You enter the contract value in “Contract Value” field
4. With the help of two calendars you specify the Contract validity period in “Contract Valid” field

After the accomplishment of the procedures described in “1”-“4” paragraphs you will upload the copy of

the contract amendment into the System by clicking “Attach” button and the window like the one shown
on the below picture will be displayed.

Contract updates

Update 1

No_fAmount: N333 [ 699 GEL

Contract validity: 01.01.2001 - 01.01.2011 i OpenfDownload
10.03.2011 16:03

Views: 2

7.8. Correcting mistakes through the contract

If, while uploading contract, any mistake occurs in the systemic data of contract, you are able to change
contract data instead of contract, except - contract documentation. Correcting contract mistake is

possible by clicking “correcting contract mistake” button like on the picture displayed on the screen
below.

Correcting contract mistakes

v J@renbodmbagemol domomabo

v bgenilgzfyergbode dgpmmdob gabbomgba v bgemigayengdol yaevorogde

Upon uploading contract, system automatically generates data indicated by you and enables to edit any
field except the one of winner organization. After editing necessary field/fields and clicking “making
amendments” button all the amendments, through the contract data, will be accepted. Amended
contract data will be reflected in the system like the picture displayed below:
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Correcting contract mistakes > bgemdgz@aemgdedo Bypedol gobbmdgds

yaemogmnde 1
bmdgmofmobbo: NAS1 f 20021 ¢noto
baendy 3Hyeogbo dogmoedos: 07.05.2015 - 31.05.2015

2015 22:37

Remember!

After correcting mistake through the contract and accepting, it cannot be edited anymore. If the
amendment is uploaded incorrectly by the Procuring Entity, the SPA shall not bear the responsibility for
consequences and any mistake, made due to the negligence of the Procuring Entity will be the sole
responsibility of the latter.

7.9. Indicating Successor

If, in the process of ongoing contract, winning company merges with the other institution and contract
has a successor, procuring entity is enabled to reflect appropriate information into the system. To this
end, move to contract page, and by clicking “successor indication” button, a successor can be indicated:

Successor indication

v Joengbedo gom wool Bomomygde

v bgemdga@yengdedo dgpmmdol gabBommgds v bawodnz@yemgdol jgemommgds

Search in the successor field is conducting by typing appropriate name in the respective field. By indicating
the name, system automatically searches for the mentioned organization between the list of registered
suppliers and provides the list of organizations, the example of successor list is displayed on the picture

below:
Submit,._ Cancel .

noyengdedmbopgemg mégebodogne m m
g .ql|| & BBy @ goygddgda

odommobol LibRsgm LxBgpognbm @ibENMIBol 37BM0

3ik bejumonggmel b§Raso oo 0 d93mdol gobbm®gde v byidgamyangbol ggeoomgds
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After searching and indicating appropriate organization, by clicking “enter” button you specify successor
in the system. Under the indicated winner organization, in the contract field, appropriate note will be
placed, as displayed below:

5 “ NEW HAPPY DAY ™
Successor C— b goyegdadmbogge:

bmdgmofmobbo: NS5 [ 4250 gnofo
byendy z®yemade dogmoedos: 14.04.2015 - 30.04.2015
20.04.2015 14:05

£ Bobga/somdmbyha

7.10. Contract progress
In order to assign final status to the contract, it is compulsory to upload corresponding documentation.
The example of documentation upload is displayed below:

Correcting contract mistakes .. _~ Contract amendment

[

v byendgztgeegbedo dgpmmdol gobbm@gbo v baendnsGyengdol ggepoengde

wmzndnbho mafomofoghmnio

fobabntndn of ool

spgommgm mgde ws bbgs Bybadadabn pmzndybho (s®bgdmbol Bgdmbgygadn). (PDF mengno. agdy: 8 8d.)

@a0eno || Choose File | No file chosen & Godos6rods : Attach
Description > swfigs o

Within uploading documentation, marking fields of possible contract status, like the one below, will be
displayed. After marking appropriate status “apply” button will be activated, which enables to assign final
status to the contract.

bgendg3nemadol bpadaLol Bgpzemy:
Fulfilled contract| C—>> © Bab6yengdnemo byendga@pmads © Bapbemgdgmo byedaaaegde <—| Unfulfilled contract

1. In case of assigning “Fulfilled Contract” status, “Contract” button will look like as following:

#SPA140021128 (m3pdgbhogos Odgmozobgdgdo  dwaozgdo

¢ 2306 Fulfilled contract > 8gbGnegdnemo bordgaGaemagds %Contract

3060t 8obothody - 15.09.2014

==
BmdgMo/mobba: N56 / 1084 ¢mato ;
boe 893G gds doenodos: 19.09.2014 - 06.11.2014 2 Bob3o/aodmbgme

05.09.2014 16:59
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2. In case of assigning “Unfulfilled Contract” status, “Contract” button will look like as following:

| #SPA140019808 | m3ndobeoges | Bomogobodode | domossce [NCRER |

« 93°% " ynfulfilled contract > 33abGpergdaero byerdga®aemgds %Contract

oGozeno bopzecrody - 08.09.2014

Bbm3gmo/mobbs: N37 / 3000 ¢noto Bobgo/aodmby®mo
b9 3Gpemgds docnsdos: 03.09.2014 - 13.10.2014 i Bobas/as
21.08.2014 11:02

Before assigning final status to the contract, a procuring entity must indicate actual payments, by relevant
obligatory fields:

e Year

e Quarter

e Financing source
e Advance payment
e Payment date

Actual payments are indicated on the picture below:

aadomdenge semebegdn <—1 Actual payments
boBobab 89d39mbom gobbmGagendemo gamobogdo bobdgdedo sobobgde ogdmdadntom ©o dmdblaGgbemal doa® bayenm domomgdol of bogoHmgdl.

Quarter\ Financing source, RaBaBafigba o6 atals
Year :D’ Eg(:pn| 2015 ¥ |33a6)¢n@n| v | Advance wagoboblgbob Bgntﬁm| v
Amount =D>mhﬁbh| ‘ E | ofin ';'Jjavment=> og0bbo? v | gowobpob mofogmn

L
“~~Jpayment date

e beige  <[— Submit
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8. Contracts Management Reports (CMR)

In order, a procuring entity, to submit each state procurement related awarded contract and information
of the appropriate year (except of e-tender, simplified electronic tender and design contest awarded
contracts) via Unified Electronic System module (Contract management Module CMR), a procuring entity
must log in and click CMR module.

# Favorites e My Projects @ Profile | @ CMR & SMP & ePLAN & Exit

Attention!

All state procurement related copies of contracts or any kind of aligned documents must be uploaded in
CMR module (also documents of amendments and termination), except of electronic tender, simplified
electronic tender and design contest awarded contracts.

All the data of each specific contract must be uploaded as individual report, which is assigned a unique
number (for example CMR110000001) via the system. Each individual report must have enclosed relevant
contract or aligned document (in case of contract amendments or termination — an appropriate
document).

CMR module and New report registration button is displayed on the picture below.

Contracts Management Reporits(CMR)

O New Report =i el

CMR #

Contract status
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After a user enters registration module, it must click “New Report” button after which the window like
the one below will be displayed on the screen.

dgbyomgel @odo / Lagydzgemo B B

Supplier @ tygBopgbpo

Personal Number
(Identification Code (ID))

bobgemo, ggoto (pabobgemgda)

£ Labgbsmdgm Gygbhto 2 baBmgamagm GygbpHo

O oetomybopabho
30906

Personal Number
(Identification Code (ID))

bsbgemo, ggofmo (sbabgemgds)

CPV codes

# CPV

Agreement
g d@ogombemosbo @No (OYes

Bmdgto

apgdol matmopo

Valid

Amount GEL IEI

Additional Info

B Save @ Cancel

> Procurement type and purpose: in this field a user must indicate procurement type and purpose as
displayed on the picture below:

Procurement type

dgbgyo@azob hodo f Logggdzgemo

Simplified Procurement
Competition
Consolidated Tender
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Procurement purpose

dabgngsol godo we boggydggemo E|

dmbapoyemo BrogMgdob mopgom
AmogBmdol/3Gabowabiol mabbdmdom
BOOYWOBIEN0 SYEOEHYOEIMO0
b3gnorantae Bybo

bbao pobothgbo

After identifying procurement type and purpose, a user must fill in the fields:

> Supplier (resident)

e ID number (code/ID) a user should type supplier ID Code (or ID number in case of individual).
After submitting ID Code and clicking “business registry” button or submitting ID number and
clicking “civil registry” button will be automatically filled in fields: name, last name (title) as
displayed on the picture below:

306590 broigo (3mo/ID) 36001004410 bodgBamdgm GggbhGo baBmgomogm GgabhGo

e Name and last name (title) in case of search function is not conducted via supplier ID code (or ID
number in case of individual) and fields (name, last name (title)) are not filled in automatically,
supplier has possibility to fill in manually the mentioned field.

» Supplier (nonresident)
e State-within drop-down menu, should be indicated country of origin of an organization (or an
individual).
e ID number (code/ID)- in this field should be indicated universal code of an organization (or ID
number of an individual).
o Name, last name (title)- in this field should be indicated the name of organization (or individual).

Attention!

If the supplier’s ID code (or ID number) and title/name are indicated incorrectly the SPA shall not bear the
responsibility for consequences. Any mistake, made due to the negligence of the Procuring Entity will be
the sole responsibility of the latter.
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e Classifier codes — when registering contract, a procuring entity is obliged to indicate procurement

category and classifier CPV code. In “classifier
code” field user can indicate name of classifier
code. After typing at least 3 letters, system
automatically enables a user to choose an
appropriate procurement object. After clicking
“browse” button system displays on the screen

mabogo zahotol (CPV) 3meo oo
dgbyogol 3mb3@ghnmo mbogdho

Classifier CPV codes and
procurement object

LA

09132100 - strsgoroeeofndmeeo d96%B0bo
09132200 - posoqmomgbauso BgBbobo
09132300 - gorsBragmosbo d96Bobo
24321221 - 3gB%roen

m

hierarchical list of classifier codes which will be selected by a user.

Attention!

Indicating procurement category and classifier CPV codes is mandatory.

e Contract

Attention!

System automatically marks the field “one year”. In case of procurement is for multi-year, a user musf
mark “yes” field and indicate appropriate number of years, as displayed on the picture below:

B e T
003 300

gt ogormBrmnobo ofoa @ ao |2

e Number —in this field is indicated contract number that was assigned by a procuring entity and is

included within the contract.

e Contract award date — in this field is indicated contract award date.

e Validity date —in this field is indicated contract validity date by using calendar module

e Remark - filling in this field is not mandatory and is filled in just in cases when procuring entity
deems expedient to indicate any kind of complimentary information that is not indicated in the

additional fields.

e Amount of money - in this field must be indicated amount of money contract was awarded for or in case
of contract change, appropriate amount of money with corresponding currency. Filling in mentioned field
is mandatory and is always different to zero, except the cases of consolidated tenders and those contracts
awarded by special rule, where the contract amount is not indicated;

o After filling in all the compulsory fields and clicking “save” button a notice is saved as a draft. In order a
user to manage registering draft, it must specify additional mandatory information that is not indicated
when notice is saved, since contract registration is impossible without it.

o Adding actually paid money — filling in this field is mandatory. If during registration actual
payment was not conducted, it is indicated zero (0);
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o Financing source — in this field must be indicated corresponding financing source from which
contract money is paid. In case of several financing sources is indicated percentage share of each

financing source;

o Document — in this field must be uploaded one specific contract or its aligned documents (also
document of amendments and termination document). This document must be in PDF format,
with max size 8Mb. Number of documents are not limited.

peciacly llazunabnmﬁaﬂb! mabbol wadapada ®
""""" [ 3;3'.;‘55 © 300 Mobbo = 1
Dm?ﬁﬂéh" asaddoda wodopod 150.00 GEL
g ®
ahiek| 2
5] >
18 dogmadoa: 07.05.2013 - 31.05.2013
G aopddgde woda@gda
bomagaGaemabob Godoamgdo
bamidaatamabob ndoatgds x
BnoRogm moaene (PDF mmidofn, Bodb. Brds 8 8.
m No File chosen
3 aondnd GoBoatabo
Attention!

In order procuring entity to register contract or its aligned document, it must create draft contract report

Afterwards it should add financing source, actually paid
max size 8MB) and register it.

money (if any), attach contract copy (PDF format

Buttons located on the above side of the draft report:

Back $ 4 7306 @ gobobmaodo # tgaobptaepos @ BoBma bihodabo: paatoagobh®omabdyen
— — S
Refresh = \%Registratiow Delete draft
e Back button returns user to the main page;
o Refresh button refreshes the page;
e Registration button registers a notice;
o Delete draft button deletes unregistered draft;

In case of joint procurement (when one or more partic
appropriate procuring entities by indicating their share.

ipant conducts procurement) it is possible to add

Attention!

A procuring entity is added just in case of joint procurement.

Draft report and registered report form is displayed on

the picture below:
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CMR140000088 eng_godothozgdpeoe dgbyopgs eng_fmggobhdogool matdomo

Procuring entities: 26.12.2014 18:32

suppiier: (NI

eng_gmmbemosbo Agreement (Ongoing contract)
15500000 - Dairy products

Amount: 4°500.00 GEL

CMR140000087 eng_godothozgdproe dgbyopgs eng_fmggobhtogool motomo

eng_smmbemosbo Agreement (Ongoing contract)
15500000 - Dairy products

Amount: 520.00 GEL

A boabo: onGaaolBaHIdImo

9. Module of Electronic Plan (ePLAN)

In order a procuring entity to submit ePLAN via Unified Electronic system module within the period
stipulated by the law, user logs in and by clicking button enters ePLAN module. For the
submission of new annual plan click “new ePLAN” button and follow the instruction displayed below.

boggobabbm Bgemo | 2014 g6mbemoobo/dsgarbrmoasta: |1-Broabe ¥
dgbyorogol gowgde [ | dofggeoo [ | dgmég [ | dgbedy [ ] dgmombg
(8mBodbgm 80Bndnd gfhmo 3356 hawo)

3mabogozahmmob (CPY) 3mpo 03400000,
v dgbgowaal 3mb3Manamo
mdngdho

# Bg®hggo
bagoopm @oMgdyengds 1580 | oo, @agobabliglol Byatom | babgemdBogm bnnsaﬂ)o'l
dgbyngegel badgagngds | 9. (9BEgto v

30gobyoebhom @ 30 (O ofd
arhg@mBagogeo dobgomgs O 30 @ afo
ghmmdrogo dgbgoas O 30 ® oo
d960d3bo

B8 Asbaco @ asnddade
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e  Fiscal year —in this field you have to select corresponding fiscal year;

e Single year/multiyear — in this field a procuring entity must indicate whether procurement is for
single or multiyear;

e  Procurement dates — procurement date undermines in which quarter procurement should be
conducted;

e  Classifier (CPV) code and specific procurement object —in this field a----------- procuring entity must
select corresponding CPV code of a procurement object;

e  Estimated value- in this field a procuring entity must indicate procurement object average value;

¢  Financing source —in this field a procuring entity must mark financing source of procurement object

as shown on the window below;

Financing source [ > ©2g0626bgdab ByoHe [z

babgendbogm dopsaho
230 Ggbd. dopsapo
sEzgormmdMogo dopsano
by zpmamo bablifogdo
afobho/3Ggmode

¢ Means of procurement — in this field procuring entity must mark procurement means of planned
procurement object (see the picture below).

Means of procurement |——>> dgligomgal Ladpocngdo vz

Pricelist > 3&gobzpobhom

mgpadosbo ggbpgto |simplified electronic tender
. competition
Alternative procurement C—_>seahafbagogean dgbigozs simplified purchase

Joint procurement [——>> gfmmdeaagn dgbynpge | Consolidated purchase

e-tender

e Pricelist —in this field a procuring entity selects tender type — with or without pricelist;

e  Alternative procurement —in case of activation of this field a procuring entity is enabled to conduct
alternative procurement of communication service from the different supplier;

e Joint procurement —if procurement must be conducted jointly by several procuring entities, it can

mark joint procurement field in ePLAN module.

Attention!

Agreement of procuring entities for the conduct of joint state procurement is awarded in written form,
which is signed by the head of appropriate procurement entities or duly authorized persons.
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Registered users may easily search annual procurement plan by using ePLAN module. Also system enables

users to export ePLAN notes into excel file.

10. E-tenders financed by donor
In scope of user’s guide, electronic procedure of procurement financed by donors is divided in three steps:

first step — announcement of DEP procurement by the procuring entity, second step — supplier’s

participation in procurement, third step — awarding contract.

10.1 First step —announcing DEP procurement
In order to announce new DEP procurement, procuring entity as a system-registered user, must log in

with its own username and password. After user is logged in, on the screen will be displayed window like

the one below:

# Main @ Current procurement 2 Users @ New procurement  # Favorites e My Projects @ Profile o2 CMR 2 SMP @ ePLAN ¢ Exit

In order to announce procurement, you have to click “New Procurement” button, afterwards on the

screen will be displayed the window like the one below.

sbomn Bgbgocoge

6950060

30bap&Lo

Donor Electronic Prg¢ 39byores BN bablHgR0m

807g8gds

First of all, you should click “Donor Electronic Procurement” button as shown on the picture below.

New Procurement ﬁ::i» sbagno Bgbgomaa %

afmghadoabo habresto

3mbzn®bo

Donor Electronic Procurement > #jbyomgs mmbm®ob babbgdoo

gopddnde
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Fals 6 B Bobls o
89bynzob podo Bonrols bobligda
mbmGa ||
3Emobogo3o6mGab (CPV) 3mpe o | 20000 83630
dgbgogzob 3mbzMgdaero Mmdoggddo
= dg®mbggo
woadoggdomo obmmGaoyos
dglbyoegzob GamEgbmdo ob dmpyemda
BcBmeEodol goma
Bobareogdgdol Ba®dmEaabolb gows =]
oxmoboblgdol ByoGm [=]
B9LYOZOL BOZOGOYWM WOGHIBYEDIOS OG0
Boboamnds Bo®ammaabomo nbwms oymb [owmab gotgds =]
mfb 3065339 BoBnG .
wea-b gomgorrabbobydom BiaDafigdis 82393900
Sl A TN

e Donor — (In this field should be indicated-World Bank);

e Classifier codes — you may indicate the name of classifier code in text field by yourself. After typing
at least 3 letters, system automatically enables to select procurement object as shown on the
window above. By clicking “browse” button system displays on the screen hierarchical list of classifier
codes and you choose the needed one:

Attention!

When announcing tender, it is mandatory to select most detailed CPV code of procuring object. In case of
possibility, higher hierarchical category must be selected, as for the title of specific tender category, it
must be indicated in “additional information” field.

e Additional information;

¢ Procurement quantity or volume;

e  Data of Supply;

e  Bid submission data (mentioned field automatically counts possible minimal data of bid submission
according to procurement type);

¢  Financing — in mentioned should be indicated years for procurement funds;

*  Procurement estimated value — (value must be submitted in GEL);

e  Bid must be submitted (in this field is indicated whether bid must be submitted including or
excluding VAT);

After filling in above-mentioned field, in order to save information regarding procurement notice, you

should click “save” button, otherwise “cancel” button.
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By clicking “save” button, notice related information will be automatically posted in the list of notice
drafts, which is accessible by clicking “my drafts” button. On the screen will be displayed the picture like
the one below.

# | o3pd0bhogos | dgmogoBodgdo | dgwoagde | bomndnaGypewgds
< 936 59600960 EoLGYEEIdS doGOME EGMB0. PGV HGOYBEID0 o6 Fo0BOHMIDS
89by b hodo B, 9¢0. 3ICY 6 b L 9

©mBmGo  BbmyEom 3630
30B3bogdoL Bmdgho N/A
H96gGob bHogyLbo 3963bogdob 3Gmadho
393bgoggeo  FRH dyodyemoeb 3ybogodomodado
300mpboydob momowo
B0boodgd0l Bowgdo 0bygds 23.06.2014 00:00
B60boo9dgdob dowmgds dmogzhegde 25.06.2014 12:30
©0030606b9d0b ByoGm 2015 Bemob bobbegdo
39byoE30L LogoGoyE® MoGdYEgds S5 555 777.00 GEL

©203509 GRgymoddo

BoBo.

0do Bom3mpagboeno 3beo ogmlb  ©M3-b 3oy

3emobogozahmob (CPV) 3m@o o Lo IdHMGOL B,
e 09300000 - gewgdd! K V®o, 3Bobo o 3 969Ggos

3emobogozoHM®b (CPV) 3mw@o ©o 3gbyoaal 3mb3Gabame mdogdho
« 09300000 - 9ePadHGM, LomdYGO, 3Bobo o BoGMZYEo 96IGF0>
83byo30L GomEIBmde o6 3mEIMMds  B0c0;MIBYED0s B08o3HIBYED QoomTo bobaerBmEIdom HvIgB03IGo ©oZoEIdS
8mBoEIdol 350 byedn3GYE9dob FoGMEHIP0EE 150 BooGYE0 b 3063 3
©53593000 06gMGBo(300

9- byodyedo dghmbobl o gBgdob demby

» :: 27.05.2014 11:11
o - 28.05.2014 13:22

9000dHom9d = ®yzobh®og v B3bogdoly ol & dp8c030 [ @ 3Gmygddob 6odemo

By the help of notice draft field system enables you to make amendments by clicking “edit” button, print
by clicking “print” button or totally delete from the system by clicking “draft delete” button.

In case if you want your elaborated draft notice to be as a typical notice, you have to click
“documentation” button and the window like the one below will be displayed on the screen.

# _ dgmogodgdgdo doaagdo bgemdg3mpemgde

« 9396 ©™39896ho0d

@m3ndabohoos dodogMmadygemo oM oMol

sbogmo m3ndgbholb dodogmgds (PDF gongmo. dodbodacnyMmo Bmdos 8 dggodoodo)

@BO0CD0 Choose File | No file chosen

ombgmo

B8 JdodogMmgdo

Afterwards you have to click “Browse” button that enables to mark procurement documentation stored
in PDF format. Then, indicate briefly the content of document in “description” field and upload it by
clicking “upload” button.

Attention!

Any document uploaded in the system must be in PDF, XLS or XLSX format, max size must not exceed
8mb.
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After finishing upper mentioned procedure, system is accessed by the privileged supplier of the
appropriate organization who is entitled to make consent at the procurement notice registration by
clicking ,registration consent” button. If registration consent is not given by the privileged person a
procuring entity is not entitled to register mentioned notice.

After giving a consent to the registration, you should return to procurement notice field and click
“registration” button, after which system assigns a unique number to the notice and status “announced”
that enables all the interested parties to see e-tender procedure notices announced by Donors. And
submit bids pursuant to the Rule.

Remember!

It is possible to suspend the tender announced by you at any time, if grounded, except cases when
procurement status is “contract awarded”.

In case of status “announced”, a procuring entity is entitled to edit notice. Unlike of draft notice, when a
procuring entity could delete the document, in case of registered notice, it is entitled only to abolish
document and upload a new one.

# Documentation Offers Evaluation Result Agreement

{ Back Documentation

# Attached Files DatefAuthor

1. F? batobbob gedp®o gommob woobgamodgbol dagmogd.xls 16.10.2015 12:31

2. ﬁ _e-tenders_guideline_eng_v3-0.pdf g.l:;luma':skc'?if Gt

Attach new file (PDF format. Max. size 8 megabytes)

File Browse... | No file selected.
Description

B Attach

After abolishing document, a procuring entity browses new file and by clicking “attach” button upload
new document.

Abolished document is accessible for any supplier and it’s possible to open and read it as any other active
document. The example of abolished document is displayed on the picture below.
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# _ Offers Evaluation Result Agreement

4 Back Documentation

# Attached Files Date/Author Views
22.09.2015 12:58

1. M _boppbea®o ooagdabospes  hebdeGiHomds. pd Ausmagnaee 115

2. SPA150025669_Langb @ gom, Bhoos - babds @by - oo, * z0 18
& _bo0abeghm pmandgbnoy Ggemds - Bggepomo.pdf A

Attach new file (PDF format. Max. size 8 megabytes)

File Browse... | No file selected.
Description

B Attach

11. Supplier’s participation (DEP tender)

In order to participate in DEP tender system registered user must log in with its own username and
password. After accessing system, will be displayed the window like the one shown below with the
following functional buttons:

SR e P, | ;.50:22)

fir Main @ Current procurement 2 Users # Favorites A gobofogmadgeo dgbyopando & Profile o CMR o SMP 2 ePLAN & Exit

o Main — by clicking this button you can return to the main page at any time (initial working window);

o Current Procurement — by clicking this button you will see the list of procurement, where bid
submission deadline will be expired within the current day or has already expired;

o Users — by clicking this button you are enabled to conduct search about any system registered user
(procurer, supplier, bidder, blacklisted subjects);

o Favorite — by clicking the mentioned button you will see the list of procurement that is marked as
favorite;

. Profile — by clicking this button on the screen will be displayed the information about user that was

submitted by the user itself (name, ID Code and so forth). By “edit” button you are enabled to
refresh information at any convenient time.

o CMR (Contract management report);

. ePLAN (Module of Electronic Plan) — by clicking this button, on the screen will be displayed annual
plan, which a procuring entity submits via the system within the timeframes envisaged by the
legislations. Procuring entity indicates procuring category, procuring dates, procuring means,
estimated value and so forth;
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Attention!

Any kind of modification performed within the profile must be urgently reflected in the system.

. Exit — by clicking this button you will exit the system. For the security purposes of your organizations
data, it is mandatory to click the “exit” button.

In order to participate in DEP procurement a supplier should search for an acceptable notice. After
choosing specific procurement notice, on the screen will be displayed the window like the one

## Documentation Offers Evaluation Result Agreement
<« Back Procurement will be completed in prime time. Additional rounds wiil not be held

Procurement type Contest
Announcment number NJFA <7z Add to favorites
Procurement proceeding status Draft call for tender

Procuring entities

Procurement announcment date
Bids accepted from ©07.11.2015 00:00
Deadline for bid submission 12.11.2015 15:00
Financing 2016 Funds (year)
Priority (Quality/Price} 77 f23
Estimated walue of procurement 50°000.00 GEL Contract performance guarantee is not required
Bid must be submitted Excluding VAT

Classifier (CPV) code

e 09100000 - Fuels

Classifier (CPVv) code and specific procurement object
e 09132100 - Unleaded petrol

Amount or Wolume of Procurements 5000
Supply Period 15
Guarantee amount 500 GEL
Guarantee validity period 120 Day
Additional Info

| additional info

By clicking “Notice History” button user will see history of particular notice, specifically-who and when
edited notice. Also, you will see detailed information about modified fields. Button “print” enables to print
relevant information, and by clicking “Chronology” button you will see all the modified data of announced
procurement and status proceeding.

By clicking this |7Add to favorites | button, you add notice to the favorites.
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For familiarizing with DEP documentation, you have to click in the same notice “documentation” button
and the window like the one below will be displayed on the screen.

# _ Offers Evaluation Result Agreement

1 Back Documentation
# Attached Files Date/Author
1. ﬁ SPA150025669_bagabrontim rozpdnbhopos - babdafdfmds - ggaemocno.pdf W

iy

By clicking the relevant document, it will be opened in (PDF, XLS or XLSX) format.

11.1. Bid amount (DEP procurement)

In order to submit bid within a specific DEP procurement, you have to click “offer “ button in the main
window of the relevant notice, by entering offer’s page you have to pay “bid submission fee” via the bank
plastic card. To this end, you choose one of the banks from the drop-down menu.

Payment of bid submission fee

Qartu Bank ¥ # Transfer

Attention!

Online payment is possible via any plastic card issued by the bank that is assigned a web payment function
within its issuance.

By clicking payment button you will be addressed to the web payment page of bank.
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After addressing web payment page on the screen will be displayed relevant form of payment that is

placed on the picture below.

VISA

Merchant
Company Address
Order ID
Amount

Card Number *
Expiry Date ™
(o erRd

Verified by
VISA

MasterCard.

In order to perform operation you have to fill in 16 digit number (without using dash and space), you
indicate validity date that is printed on the front side of the card and finally you type “CVC2” three digit
security code, that is typed on the back side of the card. After filling in compulsory fields you have to click

the “next” button and the window like the one below will be displayed afterwards.

VISA

Merchant
Company Address
Order ID

Amount
Commission

Gross Amount
Card Number *

Expiry Date ™
cvez-

Verified by
VISA

“CVC2 (Card Verificarion Cods). Three

‘panel on the back of the cax

= Expiration Date is located on the card front side.

SPA.
Thilisi
1021406
50 GEL
1.0GEL
51.0 GEL

4787630001834584
07/2016
957

oo il e |

MasterCard.

By clicking “payment ,the system will automatically withdraw the amount from the card and transfer on
the agency account, after performing successful payment you return to the system via “return” button.
Return example is displayed on the picture below.
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VISA <
PURCHASE ACCEPTED...
Transaction details:
Merchant SPA.
Company Address Thilisi
Order ID 1021406
Amount 51.0 GEL
T 1o Date Meon Oct 19 2015 12:45:17 GMT+0400
ansaction (Georgian Standard Time)
Card Number * 478763™"""84
‘Expiry Date ™ 1607
Payment System Visa International
Ven‘;fscgny MasterCard.

11.2 Uploading technical documentation (DEP procurement)

After paying bid submission fee, you have to upload technical documentation, otherwise system will not
enable you to submit a bid.

Attention!

In order to participate in tender, it is compulsory to upload technical documentation related to the
procuring object.

Technical documentation for DEP procurement is an information about procuring object and bidder,
uploaded in the system by a bidder that is requested based on procuring notice and documentation.

Upon uploading technical documentation and submitting bid submission fee will be displayed the picture
like the one below.

Technical Documentation -
# Bidder File Date

Documents not Available

Attaching of technical documentation (*pdf* file.max size 8 Mb)

File Browse... | No file selected.

Description Attach

By clicking “Browse” button you are enabled to choose and mark the technical documentation stored at
your computer, by clicking “attach” button mentioned information will be uploaded into the system.
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After uploading procurement documentation, you are enabled to see uploaded documentation, and in
case of mistake you can delete file by clicking the following button. Prior to the submission of bid price
you may upload one or several documents. Technical documentation attached by you is applicable only
for you, prior the termination of electronic tender. It may be deleted only after bid submission fee is paid

and prior bid price submission. For uploading additional documentation it is applicable before bid
submission is terminated.

Technical Documentation -

# Bidder File Date

| CNT150000074_test_e-tenders_guideline_eng_v3-0.pdf ~ 13192°% i

Attaching of technical documentation (*pdf* file.max size 8 Mb)

File Browse... | No file selected.

Description Attach

Please, submit bid price less VAT

Amount (15" 000.00 or unchanged: 15°000.00)

Supply (Days) :> dmBo@gdo (Daygdo)

Offer

Attention!

Deleting technical documentation is possible only after bid submission fee is paid, prior bid price
submission. For uploading additional documentation it is applicable before bid submission is terminated.

Applicability of technical documentation is depended on procuring notice status.

1. Within Bid submission commenced status, technical documentation is applicable just for the owning
organization;

2. Within the interim status, before awarding contract, technical documentation is available only for
owner companies and procuring entities, to whom the relevant procurement notice belongs.

3. Within status contract awarded technical documentation becomes automatically available for all the
interested parties, except for the documentation, which was marked by the supplier as confidential.

The example of marked confidential documentation is displayed on the picture below:

tadboato e za8abaonos -

ambmam goomaamabBobom God baggbogdon Bobpapabgdo bymiobeBapedo odbgba ab Sgdag Gog (i) 3mbaMadpo sogaa®@omgds bobgpgdado
wa {ii) Bodbmpadgeo Gobapapgbol sgzoGomgob pHmb 26 Foymongdl Homd baggbpy®em Bobawapada 26 dabo Gabormo Mol 3mbmopabaoam oo

# 3Gahobpaboo LU madopo

22.05.2014
1. SATESTOSS 2= DEP140000014 _testsss pdf Tama o
Bragrrend®By sguraggol Bxdwepmd emyndnBde pbegds mBgnpibgosofo %

After clicking padlock icon, document will became confidential
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If you marked documents by mistake as confidential, system enables to abolish mentioned marking by
clicking the same button repeatedly.

11.3 Bid price submission (DEP procurement)
After ascertaining that technical documentation is uploaded fully, without mistake, you can easily offer
procurement bid price via the help of the window like the one displayed below.

Attention!

“Please Submit bid price including ‘VAT”. It includes only VAT payer suppliers.

Technical Documentation -

# Bidder File Date

¥ A CNT150000074_test e-tenders_guideline_eng_v3-0.pdf  }3792°% i}

Attaching of technical documentation (*pdf* file.max size 8 Mb)

File Browse... | No file selected.

Description Attach

Please, submit bid price less VAT

Along with field “amount” indicate price offered by you.

Attention!

It is inadmissible to type comma, space or any other symbol, except number, otherwise bid will not be
accepted.

If you type any symbol different from number in the offer field, the field will look like as following:

Please, submit bid price less VAT

Amount (15°000.00 or unchanged: 15°000.00) 447 | number?

Offer
Supply (Days) ¢> dombmogdo (Daygde) 5|
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Afterwards click “offer” button , and on the screen will be displayed the window like the one below, by
clicking “yes” button you certify the accuracy of bid price, otherwise you have to click “no” button.

Offered Amount 40.00

Supply = 8mbmegds: 4 Day
Submit Offer?

Yes No

Attention!

Finally submitted amount into the bid field prevails the amount indicated in the technical documentation
(estimate).

After declaring bid price, your offer will be displayed in the main field of offers, as displayed below. During
the prime time, identity and quantity of other bidders, also the offers submitted by them (if any) is not
accessible, and list of bidders will be displayed only after bidding is complete.

Last Offer First Offer

Biddes Amount/Date Amount/Date Glies
40.00 4 Day 45.00 5 Day 2] View
13.10.2015 1&:13 15.10.2015 15:23

Attention!

Within submission of procurement bid, you can only see the amount offered by you, as for the personality
of other bidders, it is anonymous, while technical documentation and proposal is not accessible. After bid
submission deadline is complete, the offered price of bidders’, as well as their identity, becomes accessible
for all the procuring entities.

You are entitled to terminate submitted bid prior to the deadline by rejecting it. Please click the “Cancel
submitted proposal” button as displayed on the picture below.

3 21 55 53 | i Refresh = Payments  ~ Tech. Documentation

Days Hours Miinutes Seconds

5"

ma

Supply Penod: bymdnzfomabs

o Withdraw b :i
U

After bid submission deadline is complete, when a procuring entity identifies a winner, a supplier is
obliged to upload relevant documentation upon request. Documentation uploaded by supplier varies
from the documentation uploaded by procuring entity with red color.
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wmggdabhe mafomn/aghmeo
1. A SPA130013014_mgdo #2, wobzahe.pdf 19.06.2013 16:00 :: 43 afindads
2. A SPA130013014_bgenBgdownn 0bfhggbomo zmboumoghob sfabbgdmdob dgbobgd.pdf 15062013 16:00 - 4
3. A SPA130013014_BgGowmo wobybhgdeby.pdf 15.06.2013 16:00 ©
4. A SPA130013014_Bjfogno gebybpgde.pdf 15.06.2013 16:59 -
5. A SPA130013014_gebylpgdywme wabo®omo N2.pdf 19.06.2013 16:59 ¢

apanthmgm wgdo o bbge dgbededobo pmandghhe (atbgdmdob dgdmbgggedo). (PDF moogno. dagh: & 3d.)

GO0 Mo file ch
o D06y Choose File | No file chosen B Godoggde @ Attach
Description ——>usubgos

12. Results (DEP procurement)

After bid submission is complete in a specific DEP procurement, you as a procuring entity are enabled to
identify winning bidder in compliance with the rules of DEP procurement.

You have to enter DEP procurement announced by you, as bid submission is complete, click “results”
button. After clicking the button, on the screen will be displayed the window like the one below, where
you have to upload all the procurement related minutes of sittings of the commission and all the rest
documents concerning this procurement.

#DEP140000011 wmzndnbaoegos dgmogabybgbo dogeoagho baeminzaemgdnl Godpobathgmia
restlts o & Bobyocogob BgBygane

©omandobde  mofomo/ozhmo Bobzabo

ofznmmgm mddo o bbgo dgbododobo pomandgbho (afbgdmdal Bydmbagaedn). (PDF mooemo. dodl: 8§ b.)

monmo | Choose File] Mo file chosen
I B dodeatande | <—1 Attach
Descriptions > snfate

“Browse” button enables to select and mark documents stored at your computer. Indicate in the
“description” field brief content of the document and by clicking “attach” button upload it in the system.

Remember!

Minutes of the commission sittings’ must be uploaded into the system as soon as they are signed.
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12.1 Selection/Evaluation (DEP procurement)

After uploading into the system minute/minutes of the sittings of tender commission and all the rest
document/documents (if any), system automatically assigns DEP procurement status
“selection/evaluation” that will look like the other DEP procurement statuses.

Donor electronic procurement procedure Selection/Evaluation
Tender Registration Number: DEP150000018 Biecers-1
Tender announcement date: 06.08,2015
OFfer reception term: 20.08.2015
Procuring Entities:_

Procuring categorny: 45200000-Works For complete or part construckion and civil engineering work

Estimated value of procurement: 103°513.00 GEL

12.2 Winner identified (DEP procurement)

If at least one bid is submitted through DEP procurement (technical documentation and bid price that are
submitted via the system field) and bidder is not disqualified by the procuring entity, system enables to
assign only “winner identified” status.

dgbyogob bhodnbeb dggemo: v <=1 Apply

Winner identified —> pedmgmpbormo:

In this case, you should click “apply” button as on the picture above, which enables system to
automatically assign “winner identified” status to the DEP procurement and it will look like the picture
displayed below.

Donor eleckronic procurement procedure Contract awarded
Tender Registration Number: DEP140000007 Biecers-1
Tender announcement date: 07.11.2014
Offer reception term: 08.12.2014
Procuring Entities:_

Procuring category: 45200000-Waorks For complete or part conskruction and civil engineering work

Estimated value of procurement: 1°121'998.00 GEL

Attention!

Status “winner identified” is the transitional status of procurement and not the final one.

12.3 No bids received (DEP procurement)
If no bid was submitted within DEP procurement, system automatically assigns “No Bids Received” final

status to DEP procurement and it will look like the picture below.
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Donor electronic procurement procedure Mo bids received
Tender Registration Number: DEP150000013
Tender announcement date: 08.07.2015

Offer reception term: 23.07.2015

Procuring entities: (N

Procuring category: 45200000~ orks For complete or part construction and civil engineering work

Estimated value of procurement: 32°871.00 GEL

12.4 Contract not awarded (DEP procurement)

If at least one bid is submitted through DEP procurement (technical documentation and bid price that is
submitted via the system field) and all bidders are disqualified by the procuring entity, system assigns only
the status “Contract Not Awarded”.

dgbyomgol baadnbob dggaema: <= Apply

Contract not awarded wabyegdyenos gefymaomn dgwpagom

In this case, you click “apply” button, as show on the picture that enables system to assign automatically
“Contract Not Awarded” final status. Procurement with mentioned status will be like the one below.

Denor electronic procurement procedure Contract not awarded
Tender Registration Number: DEP140000008 Biocers-1
Tender announcement date: 05.11.2014
OFfer reception term: 09.12.2014
Procuring Entities:_

Procuring category: 45400000-Building completion work
Estimated value of procurement: 2'041'742.00 GEL

12.5 contract awarded (DEP procurement)

“Contract awarded” is one of the final status of DEP procurement. Mentioned status is assigned in the
system easily and comfortably as within the cases of other statuses. After assigning “finalization of
contract” status to a specific DEP procurement, pursuant to the rule, system enables to assign status
“contract awarded” like on the picture below.

#DEP140000037 . wmapdnbiogos  dgmogebpdgde  dgwgggdo _
4 p3eb ﬂ

bgemdgzhyamabob anca?;,nt%é’ft

aofatzandymo SATESTOS55 M
Winner d> bgemidyg3Ggengdo @I No file chosen
Contract bgedy3fpegdal bodgen
Contract number by 3Gnmadol mebbs 6152 00 || epotoo ¥

Contract price byemidgzGpemgdo dommodos

Contract valid | —>
<=1 Attach
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Along the field “winner” system automatically announces winning bidder;

Along the field “contract” by clicking “Browse” button you can mark scanned awarded contracts envisaged
by the legislation.

Along with the field “contract number” you should type contract number.

13 . Keyboard switch over

You may switch shift from Georgian to Latin or vice versa. This function is conducted by using ~ this
symbol, as displayed on the picture below.
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