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1. System Overview 
 
¢ƘŜ ¦ƴƛŦƛŜŘ 9ƭŜŎǘǊƻƴƛŎ {ȅǎǘŜƳ ƻŦ {ǘŀǘŜ tǊƻŎǳǊŜƳŜƴǘ όƘŜǊŜƛƴŀŦǘŜǊ ǘƘŜ ά{ȅǎǘŜƳέύ ƛǎ ǘƘŜ ƻŦŦƛŎƛŀƭ ǇƻǊǘŀƭ ŦƻǊ 

State Procurement in Georgia, which ensures open, transparent and competitive environment for any 

person participating in state procurement procedures. 

 

 

¢ƘŜ {ȅǎǘŜƳ ƻǇŜǊŀǘƛƻƴ ƛǎ ŜƴǎǳǊŜŘ ōȅ ǘƘŜ {ǘŀǘŜ tǊƻŎǳǊŜƳŜƴǘ !ƎŜƴŎȅ όƘŜǊŜƛƴŀŦǘŜǊ ǘƘŜ ά{t!έύΦ 

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 

 
LŦ ȅƻǳ ŀǊŜ ǿƛƭƭƛƴƎ ǘƻ ǎŜŀǊŎƘ ŦƻǊ ǘƘŜ ƴŜŎŜǎǎŀǊȅ ƛƴŦƻǊƳŀǘƛƻƴ ǳƴŘŜǊ ŀ άDǳŜǎǘέ ǎǘŀǘǳǎ (current and completed 

e-tenders1, information concerning a Procuring Entity and a Supplier, etc.), you should click 

button to log-in the official webpage as a guest user. 

                                                           
1 e-tender ς ǘƘǊƻǳƎƘ ǘƘŜ ǳǎŜǊΩǎ ƎǳƛŘŜ ǳƴŘŜǊƳƛƴŜǎ ŜƭŜŎǘǊƻƴƛŎ ǘŜƴŘŜǊΣ ǎƛƳǇƭƛŦƛŜŘ ŜƭŜŎǘronic tender and design contest.  
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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 modules, 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. 

 

!ŦǘŜǊ ŦƛƭƭƛƴƎ ƛƴ ǊŜƭŜǾŀƴǘ ŦƛŜƭŘǎ ŀƴŘ ŎƭƛŎƪƛƴƎ ǘƘŜ άŀǳǘƘƻǊƛȊŀǘƛƻƴέ ōǳǘǘƻƴΣ /aw ŀƴŘ Ŝt[!b ƳƻŘǳƭŜǎ ǿƛƭƭ 

become available on the home page. 
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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: 

ü Number of Tender Notice  

ü Name of procuring entity 

ü Name of supplier 

ü Tender status ς 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. 

 

 

 

 

 

 

ω Contract status ς (ongoing contract, fulfilled contract, unfulfilled contract); 

ω Procurement type ς (electronic tender, simplified electronic tender, e-tender procedure, 

consolidated tender, design contest, call for grants); 

ω 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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CPV Codes ς 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. 

 

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. 

 

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

ω Amount - (minimum and maximum); 

ω Pricelist ς (bidding with a pricelist, bidding without a price list); 

ω Manufacturer ς please indicate the name of manufacturer of the procuring object (for example: 

NOKIA) 

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

ω Search in my notes ς 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 

ŎƭƛŎƪ άǎŜŀǊŎƘέ ōǳǘǘƻƴ 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 

ŦƻǊ ŎƻƴǘǊŀŎǘ ǎǘŀǘǳǎΣ ƳŀƴǳŦŀŎǘǳǊŜǊΣ ƳƻŘŜƭΣ ǇǊƛŎŜƭƛǎǘ ŀƴŘ άǎŜŀǊŎƘ ƛƴ Ƴȅ ƴƻǘŜǎέΦ 

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 

ǘƘŜ ōǳǘǘƻƴ άwŜƎƛǎǘǊŀǘƛƻƴάΦ 

 

Registration fields2 will be displayed on the screen aŦǘŜǊ ŎƭƛŎƪƛƴƎ άǳǎŜǊǎΩ ǊŜƎƛǎǘǊŀǘƛƻƴέ ōǳǘǘƻƴΦ  

First of aƭƭΣ ǇǊŜǎǎ ǘƘŜ ά¦ǎŜǊ /ŀǘŜƎƻǊȅέ ŘǊƻǇ-down 

menu and the window, like the one given to the right, 

will be displayed on the screen. With the help of the 

drop-down menu you are able to select the type of 

ǳǎŜǊ ƛƴ ŎƻƳǇƭƛŀƴŎŜ ǿƛǘƘ ȅƻǳǊ ƭŜƎŀƭ ŦƻǊƳ όά{ǳǇǇƭƛŜǊΣέ 

άtǊƻŎǳǊƛƴƎ 9ƴǘƛǘȅέύΣ ȅƻǳ ǿƛƭƭ ōŜ ǊŜƎƛǎǘŜǊŜŘ ƛƴ ǘƘŜ 

System as.  

 

Attention!  

¢ƘŜ ƻƴƭȅ ŘƛŦŦŜǊŜƴŎŜ ōŜǘǿŜŜƴ ǘƘŜ ǊŜƎƛǎǘǊŀǘƛƻƴ ƻŦ ŀ {ǳǇǇƭƛŜǊ ŀƴŘ tǊƻŎǳǊƛƴƎ 9ƴǘƛǘȅ ƛǎ άƭŜƎŀƭ ŦƻǊƳέ ŦƛŜƭŘΦ !ƭƭ 

the other fields are identical. Filling in form of those fields are identical ŀǎ ǿŜƭƭΣ ŜȄŎŜǇǘ ǘƘŜ ŦƛŜƭŘǎ ƻŦ άƭŜƎŀƭ 

ŦƻǊƳέ ŀƴŘ ƴŀƳŜκǘƛǘƭŜΦ  

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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άwŜǎƛŘŜƴǘ ƻŦ DŜƻǊƎƛŀέ - when registering individual of any legal form as a supplier and after indicating 

ǳǎŜǊΩǎ ǘȅǇŜΣ ȅƻǳ ǘȅǇŜ L5 ŎƻŘŜ ƻŦ ȅƻǳǊ 

organization in the window like the one 

ƎƛǾŜƴ ƻƴ ǘƘŜ ǊƛƎƘǘ ǎƛŘŜ ƛƴ άL5 /ƻŘŜέ ŦƛŜƭŘΣ 

ŀŦǘŜǊ ŎƭƛŎƪƛƴƎ ǘƘŜ ōǳǘǘƻƴ άōǳǎƛƴŜǎǎ 

ǊŜƎƛǎǘǊȅ ά ǘƘŜ ǎȅǎǘŜƳ ŀǳǘƻƳŀǘƛŎŀƭƭȅ Ŧƛƭƭǎ 

in the fields of άƭŜƎŀƭ ŦƻǊƳ άŀƴŘ 

άƴŀƳŜκǘƛǘƭŜέ. The examples of the filled in fields of the service is shown on the pictures below. 

 

When registering an individual άwŜǎƛŘŜƴǘ ƻŦ DŜƻǊƎƛŀέ as a supplier aƴŘ ƛƴŘƛŎŀǘƛƴƎ ǎǳǇǇƭƛŜǊΩǎ ǘȅǇŜΣ you type 

ȅƻǳǊ L5 ƴǳƳōŜǊ ƛƴ άL5 /ƻŘŜέ field in the window like the one, given to the right side, by ŎƭƛŎƪƛƴƎ άŎƛǾƛƭ 

ǊŜƎƛǎǘǊȅέ ōǳǘǘƻƴ ǘƘŜ ǎȅǎǘŜƳ ŀǳǘƻƳŀǘƛŎŀƭƭȅ Ŧƛƭƭǎ ƛƴ ŦƛŜƭŘǎ ƻŦ άƭŜƎŀƭ CƻǊƳέ άƴŀƳŜκǘƛǘƭŜέΦ ¢ƘŜ ŦƛƭƭŜŘ ƛƴ ŜȄŀƳǇƭŜ 

of the mentioned service is shown on the picture below. 

 

Editing fields of άƭŜƎŀƭ ŦƻǊƳέ ŀƴŘ άƴŀƳŜκǘƛǘƭŜέ ƛǎ ƛƴŀŘƳƛǎǎƛōƭŜ ŀƴŘ ǊŜǎǘǊƛŎǘŜŘ ōȅ ǘƘŜ ǎȅǎǘŜƳΦ LŦ ŘǳǊƛƴƎ 

registration procedure a user made a 

mistake and indicated incorrect ID code 

ƛƴ άL5 ŎƻŘŜέ ŦƛŜƭŘΣ ƛǘ Ŏŀƴ ŘŜƭŜǘŜ ŦƛŜƭŘǎ 

filled in by the system and fill in 

mentioned fields anew, according to 

correct ID code. The example of 

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

 

Attention! 

²ƘŜƴ ǊŜƎƛǎǘŜǊƛƴƎ ƭŜƎŀƭ ƻǊ ƛƴŘƛǾƛŘǳŀƭ ǇŜǊǎƻƴ ŀ ǊŜǎƛŘŜƴǘ ƻŦ DŜƻǊƎƛŀΣ ǘƘŜ ŦƛŜƭŘǎ ƻŦ άƭŜƎŀƭ ŦƻǊƳέ ŀƴŘ 

άƴŀƳŜκǘƛǘƭŜέ ŀǊŜ Ŧilled 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 άƴƻƴǊŜǎƛŘŜƴǘ ƻŦ DŜƻǊƎƛŀέ as a supplier, click ά[ŜƎŀƭ CƻǊƳέ 

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 

άlegal formέ. 

 

²ƘŜƴ ǊŜƎƛǎǘŜǊƛƴƎ ŀǎ ŀ άtǊƻŎǳǊƛƴƎ 9ƴǘƛǘȅέΣ ǇƭŜŀǎŜΣ choose ά[ŜƎŀƭ CƻǊƳέ 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. 

 

ω Name/title  (this field is filled in only when organization possessing legal form or procuring entity passing 

ǊŜƎƛǎǘǊŀǘƛƻƴ ŀǊŜ άƴƻƴǊŜǎƛŘŜƴǘǎ ƻŦ DŜƻǊƎƛŀέύΦ  

ω Country 

ω City/borough/village 

ω Address (legal address) 
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ω Telephone number: (official contact number)  

ω Fax (contact fax number) 

ω 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. 

 

ω Re-type e-mail (It is not recommended to just copy the e-Ƴŀƛƭ ŦǊƻƳ ά9-Ƴŀƛƭέ ŦƛŜƭŘΣ ōŜŎŀǳǎŜ ƛŦ ǘƘŜ 

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);  

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

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

ω Username (Name for logging in3 which should consist of at least 5 symbols): 

ω Password (Should consist of at least 5 symbols); 

ω Re-type password; 

ω Security code (symbols shown on the picture); 

 

.ȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ǘŜȄǘ ά¢ƘŜ ¢ŜǊƳǎ ƻŦ ¦ǎŜ ƻŦ ǘƘŜ ¦ƴƛŦƛŜŘ 9ƭŜŎǘǊƻƴƛŎ {ȅǎǘŜƳ ƻŦ {ǘŀǘŜ tǊƻŎǳǊŜƳŜƴǘέΣ the terms 

and conditions of using the System will be displayed on the screen. ! ǳǎŜǊ ƛǎ ǊŜǉǳƛǊŜŘ ǘƻ ǎŜƭŜŎǘ άL ƘŀǾŜ 

ǊŜŀŘ ŀƴŘ ŀŎŎŜǇǘέ ŦƛŜƭŘ ŀƴŘ ŀŎŎŜǇǘ ǘƘŜ ǊŜŀŘ ǘŜǊƳǎ ƻŦ ǳǎŜ ōȅ ŎƭƛŎƪƛƴƎΣ άL ŀŎŎŜǇǘέ ōǳǘǘƻƴΦ ²ƛǘƘƻǳǘ ǘƘŜǎŜ 

procedures a user will not be able to get registered in the System. 

 

 

                                                           
3 Logging-in - An action undertaken by a registered System user under own username and password. 
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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-Ƴŀƛƭ ŀŘŘǊŜǎǎΣ ǎŜŎǳǊƛǘȅ ŎƻŘŜύ ƻǊ ȅƻǳ Řƻ ƴƻǘ ŀŎŎŜǇǘ ǘƘŜ ά¢ƘŜ ¢ŜǊƳǎ ƻŦ Use of the Unified Electronic 

{ȅǎǘŜƳ ƻŦ {ǘŀǘŜ tǊƻŎǳǊŜƳŜƴǘΦέ 

 

After filling in the above mandatory field and ŀŎŎŜǇǘƛƴƎ ά¢ƘŜ Terms of Use of the Unified Electronic 

{ȅǎǘŜƳ ƻŦ {ǘŀǘŜ tǊƻŎǳǊŜƳŜƴǘέ ǘƘŜ {ȅǎǘŜƳ ǿƛƭƭ ǊŜƎƛǎǘŜǊ ǘƘŜ ǳǎŜǊ ŀǎ ŀ {ǳǇǇƭƛŜǊκtǊƻŎǳǊƛƴƎ 9ƴǘƛǘȅ ōȅ 

clicking ǘƘŜ άwŜƎƛǎǘǊŀǘƛƻƴέ ōǳǘǘƻƴ ŀƴŘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǇƛŎǘǳǊŜ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘŜ ǎŎǊŜŜƴΥ 

 

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. 

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. 

 

A contender to procuring entity shall click the button to the left and will be 

moved to the new page, where it is explained what are the additional procedures 

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.  
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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 ΥέtŀǎǎǿƻǊŘ wŜŎƻǾŜǊȅέΦ 

 

.ȅ ŎƭƛŎƪƛƴƎ άtŀǎǎǿƻǊŘ wŜŎƻǾŜǊȅέ ōǳǘǘƻƴΣ ǘƘŜ ŦƛŜƭŘǎ ƴŜŎŜǎǎŀǊȅ ŦƻǊ ǇŀǎǎǿƻǊŘ ǊŜŎƻǾŜǊȅ ǿƛƭƭ ŀǇǇŜŀǊ ƻƴ ǘƘŜ 

screen, as shown on the picture below, specifically: 

ω Username (the Username you specified upon registration); 

ω User e-mail; 

ω security code 

 

After filling in the above fields, you will have to click ǘƘŜ ά{ŜƴŘέ ōǳǘǘƻƴΣ ǘƘŜƴ ȅƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ƭƻƎ-in the 

System with a new password (which will be sent to your e-mail address). 
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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. 

 

By clicking the username, as shown on the picture, the fields, necessary for changing the password, will 

be displayed on the screen, specifically: 

ω Old Password; 

ω New Password; 

ω New Password (again); 

 

After filling-in all the necessary fields, the password will be changed by ǇǊŜǎǎƛƴƎ άChangeέ ōǳǘǘƻƴ and the 

message, similar to the one shown on the picture will be ŘƛǎǇƭŀȅŜŘΦ .ȅ ŎƭƛŎƪƛƴƎ άCloseέ ȅƻǳ ǿƛƭƭ ǊŜǘǳǊƴ ǘƻ 

the main page. 
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пΦ ¦ǎŜǊΩǎ tǊƻŦƛƭŜ 

4.1 Profile of a Procuring Entity 
.ȅ ŎƭƛŎƪƛƴƎ άtǊƻŦƛƭŜέ ōǳǘǘƻƴ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŜƴǘŜǊŜŘ ōȅ ȅƻǳ ŀōƻǳǘ ȅƻǳǊǎŜƭŦ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΣ ŀǎ ǎƘƻǿƴ ƻƴ 

the picture below (name, identification code, etc.). You will be able to update personal information any 

ǘƛƳŜ ōȅ ŎƭƛŎƪƛƴƎ έ9Řƛǘέ ōǳǘǘƻƴΦ 

 

Remember! 

CƻƭƭƻǿƛƴƎ ǘƘŜ ǊŜƎƛǎǘǊŀǘƛƻƴ ƻŦ ŀ ά/ƻƴǘŜƴŘŜǊ tǊƻŎǳǊƛƴƎ 9ƴǘƛǘȅέ ŀǎ ŀ tǊƻŎǳǊƛƴƎ 9ƴǘƛǘȅ ōȅ ǘƘŜ {ȅǎǘŜƳΣ ǘƘŜ {t! 

will change the following ǘƘǊŜŜ ŦƛŜƭŘǎ ƛƴ ǘƘŜ Ŝƴǘƛǘȅ ǇǊƻŦƛƭŜΥ ά[ŜƎŀƭ CƻǊƳΣέ ά9ƴǘƛǘȅ NameΣέ άLŘŜƴǘƛŦƛŎŀǘƛƻƴ 

/ƻŘŜέ ōŀǎŜŘ ŀ ǿǊƛǘǘŜƴ ŀǇǇƭƛŎŀǘƛƻƴ ƻŦ ǘƘŜ tǊƻŎǳǊƛƴƎ 9ƴǘƛǘȅ ŎƻƴŎŜǊƴŜŘΦ 

 

!ŦǘŜǊ ǇǊŜǎǎƛƴƎ ά9Řƛǘέ ōǳǘǘƻƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǿƛƴŘƻǿ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ǿƛǘƘ ǊŜǎǇŜŎǘƛǾŜ ŦƛŜƭŘǎΦ !ŦǘŜǊ ǳǇŘŀǘƛng 

ǘƘŜ ǊŜƭŜǾŀƴǘ ŦƛŜƭŘ ȅƻǳ ǿƛƭƭ ƳŀƪŜ ŀ ŎƘŀƴƎŜ ōȅ ǇǊŜǎǎƛƴƎ ά9ƴǘŜǊέ ōǳǘǘƻƴ ƻǊ ǿƛƭƭ ŎŀƴŎŜƭ ǘƘŜ ŎƘŀƴƎŜ ōȅ ǇǊŜǎǎƛƴƎ 

ά/ŀƴŎŜƭέ ōǳǘǘƻƴΦ 
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.ȅ ŎƭƛŎƪƛƴƎ ά/ƻƴǘŀŎǘ tŜǊǎƻƴǎέ ƛƴ ǘƘŜ ǇǊƻŦƛƭŜ of the Procuring Entity on the screen will be displayed the 

window, like the one ƎƛǾŜƴ ōŜƭƻǿΣ ǿƘŜǊŜ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ Řŀǘŀ ƻŦ ǘƘŜ tǊƻŎǳǊƛƴƎ 9ƴǘƛǘȅΩǎ ŎƻƴǘŀŎǘ ǇŜǊǎƻƴΦ 

²ƛǘƘ ǘƘŜ ƘŜƭǇ ƻŦ ά!ŘŘέΣ ά9ŘƛǘέΣ ά5ŜƭŜǘŜέ ōǳǘǘƻƴǎ ȅƻǳ Ŏŀƴ ŀŘŘΣ ŜŘƛǘ ƻǊΣ ƛŦ ƴŜŎŜǎǎŀǊȅΣ ŘŜƭŜǘŜ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ 

concerning a contact person. 

 

!ŦǘŜǊ ŎƭƛŎƪƛƴƎ ά!ŘŘέ ōǳǘǘƻƴ ǘƘŜ ǿƛndow 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 

ά9ƴǘŜǊέ ōǳǘǘƻƴΦ 

 

.ȅ ǇǊŜǎǎƛƴƎ ά¦ǎŜǊǎέ ōǳǘǘƻƴ ǘƘŜ ǳǎŜǊ Řŀǘŀ ς 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). 

 

! tǊƻŎǳǊƛƴƎ 9ƴǘƛǘȅ ƛǎ ŀōƭŜ ǘƻ ǳǇŘŀǘŜ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŎƻƴŎŜǊƴƛƴƎ ŀ ǎǇŜŎƛŦƛŎ ǳǎŜǊ ǿƛǘƘ ǘƘŜ ƘŜƭǇ ƻŦ ά9Řƛǘέ ŀnd 

ά!ŘŘέ ōǳǘǘƻƴǎΣ ƻǊΣ ƛƴ ǘƘŜ ŎŀǎŜ ƻŦ ƴŜŜŘΣ ŀŘŘ ǘƘŜ ƻǘƘŜǊ ǇŜǊǎƻƴ ŀŎŎƻǊŘƛƴƎ ǘƻ ǘƘŜ ƻǊŘŜǊΣ ƎƛǾŜƴ ōŜƭƻǿ ŀƴŘ 

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 



 
 

 

17 
 

Unified Electronic System of State Procurement 
User Manual 

˱˳˱̄˱˦˶˪˧˰ˮ˷ 

˷˦̄˪˰˱́˼˫˦˲˪˰˳ 

ŜƴǘƛǘƭŜŘ ǘƻ ƻǇŜǊŀǘŜ ǿƛǘƘƛƴ ǘƘŜ {ȅǎǘŜƳ ƻƴ ōŜƘŀƭŦ ƻŦ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴ όǎǿƛǘŎƘ ƻŦŦ ǘƘŜ ǎǘŀǘǳǎ ά!ŎǘƛǾŜέ ƛƴ ǘƘŜ 

ǇǊƻŦƛƭŜύΦ ! tǊƻŎǳǊƛƴƎ 9ƴǘƛǘȅ ƛǎ ǊŜǉǳƛǊŜŘ ǘƻ ŎƭƛŎƪ ǘƘŜ ά!ŘŘέ ōǳǘǘƻƴ ƛƴ ƻǊŘŜǊ ǘƻ ŀŘŘ a new user. The window 

like the one given below will appear on the screen with the following fields: 

¶ First and the last name; 

¶ ID number; 

¶ Address; 

¶ Telephone number; 

¶ ¦ǎŜǊΩǎ ƴŀƳŜ 

¶ Email 

¶ password 

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

¶ Active (box to be ticked) ς By ticking this box the Procuring Entity makes the person concerned 

Grantor (box to be ticked) ς 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!  

²ƛǘƘƻǳǘ ǘƘŜ ά!ŎǘƛǾŜέ ǎǘŀǘǳǎ ŀ ¦ǎŜǊ ǿƛƭƭ ƴƻǘ ōŜ ŀōƭŜ ǘƻ ƭƻƎ-in the system. 

 

!ŦǘŜǊ ŦƛƭƭƛƴƎ ƛƴ ǘƘŜ ŦƛŜƭŘǎ ǎƘƻǿƴ ƻƴ ǘƘŜ ǇƛŎǘǳǊŜΣ ȅƻǳ ƘŀǾŜ ǘƻ ǇǊŜǎǎ άǎŀǾŜέ ōǳǘǘƻƴ ŦƻǊ ǘƘŜ {ȅǎǘŜƳ ǘƻ ǎŀǾŜ ǘƘŜ 

entered data. 

 

ID number 

Address 

Telephone number 

Select for getting message 
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4.2. SupplierΩǎ tǊƻŦƛƭŜ 
 

.ȅ ǇǊŜǎǎƛƴƎ άtǊƻŦƛƭŜέ ōǳǘǘƻƴ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŜƴǘŜǊŜŘ ōȅ ȅƻǳ ŀōƻǳǘ ȅourself will be displayed, as shown on 

the picture below (name, identification code, etc.). You will be able to update personal data any time by 

ǇǊŜǎǎƛƴƎ ά9Řƛǘέ ōǳǘǘƻƴΦ 

 

!ŦǘŜǊ ǇǊŜǎǎƛƴƎ ά9Řƛǘέ ōǳǘǘƻƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǿƛƴŘƻǿ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ǿƛǘƘ ǊŜǎǇŜŎǘƛǾŜ fields. After updating 

ǘƘŜ ǊŜƭŜǾŀƴǘ ŦƛŜƭŘ ȅƻǳ ǿƛƭƭ ƳŀƪŜ ŀ ŎƘŀƴƎŜ ōȅ ǇǊŜǎǎƛƴƎ έ9ƴǘŜǊέ ōǳǘǘƻƴ ƻǊ ǿƛƭƭ ŎŀƴŎŜƭ ǘƘŜ ŎƘŀƴƎŜ ōȅ ǇǊŜǎǎƛƴƎ 

ά/ŀƴŎŜƭέ ōǳǘǘƻƴ. 
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Remember! 

Once the Supplier participates in bidding (or submits the electronic guarantee) only the SPA is entitled to 

ŎƘŀƴƎŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǘƘǊŜŜ ŦƛŜƭŘǎ ƛƴ ǘƘŜ Ŝƴǘƛǘȅ ǇǊƻŦƛƭŜΥ ά[ŜƎŀƭ CƻǊƳΣέ ά9ƴǘƛǘȅ bŀƳŜΦέ άLŘŜƴǘƛŦƛŎŀǘƛƻƴ /ƻŘŜέ 

based on a written application of the Supplier concerned. 

 

.ȅ ǇǊŜǎǎƛƴƎ έ/ƻƴǘŀŎǘ tŜǊǎƻƴǎέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǇǊƻŦƛƭŜ ǘƘŜ {ǳǇǇƭƛŜǊ ǿƛƭƭ display the window, like the one 

ōŜƭƻǿΣ ǿƘŜǊŜ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ Řŀǘŀ ƻŦ ǘƘŜ {ǳǇǇƭƛŜǊΩǎ ŎƻƴǘŀŎǘ ǇŜǊǎƻƴΦ ²ƛǘƘ ǘƘŜ ƘŜƭǇ ƻŦ ά!ŘŘέΣ ά9ŘƛǘέΣ 

ά5ŜƭŜǘŜέ ōǳǘǘƻƴǎ ȅƻǳ Ŏŀƴ ŀŘŘΣ ŜŘƛǘ ƻǊΣ ƛŦ ƴŜŎŜǎǎŀǊȅέ ŘŜƭŜǘŜ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŎƻƴŎŜǊƴƛƴƎ ŀ ŎƻƴǘŀŎǘ ǇŜǊǎƻƴΦ 

 

.ȅ ǇǊŜǎǎƛƴƎ έCƛŜƭŘǎ ƻŦ LƴǘŜǊŜǎǘέ ōǳǘǘƻƴ ǘƘŜ ǿƛƴŘƻǿ ƭƛƪŜ ǘƘŜ ōŜƭƻǿ ǇƛŎǘǳǊŜ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜd, 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. 

 

.ȅ ǇǊŜǎǎƛƴƎ ά¦ǎŜǊǎέ ōǳǘǘƻƴ ǘƘŜ ǳǎŜǊ Řŀǘŀ ς 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). 
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A SuppƭƛŜǊ ƛǎ ŀōƭŜ ǘƻ ǳǇŘŀǘŜ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŎƻƴŎŜǊƴƛƴƎ ŀ ǎǇŜŎƛŦƛŎ ǳǎŜǊ ǿƛǘƘ ǘƘŜ ƘŜƭǇ ƻŦ ά9Řƛǘέ ŀƴŘ ά!ŘŘέ 

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 

ōŜƘŀƭŦ ƻŦ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴ όǎǿƛǘŎƘ ƻŦŦ ǘƘŜ ǎǘŀǘǳǎ ά!ŎǘƛǾŜέ ƛƴ ǘƘŜ ǇǊƻŦƛƭŜύΦ ! {ǳǇǇƭƛŜǊ ƛǎ ǊŜǉuired to click the 

ά!ŘŘέ ōǳǘǘƻƴ ƛƴ ƻǊŘŜǊ ǘƻ ŀŘŘ ŀ ƴŜǿ ǳǎŜǊΦ ¢ƘŜ ǿƛƴŘƻǿ ƭƛƪŜ ǘƘŜ ƻƴŜ ƎƛǾŜƴ ōŜƭƻǿ ǿƛƭƭ ŀǇǇŜŀǊ ƻƴ ǘƘŜ ǎŎǊŜŜƴ 

with the following fields: 

ω First name and Last name 

ω ID number 

ω First name and Last name  

ω Address  

ω Telephone number 

ω For SMS activation, mark respective field  

ω ¦ǎŜǊΩǎ ƴŀƳŜ  

ω Email address  

ω Password  

ω Retype password ς for precision purposes  

ω Active (box to be ticked) ς By ticking this box the Supplier makes the person concerned 

entitled to log-in and participate in bidding 

ω Grantor (box to be ticked) ς 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! 

²ƛǘƘƻǳǘ ǘƘŜ ά!ŎǘƛǾŜέ ǎǘŀǘǳǎ ŀ ¦ser will not be able to log-in the system. 

 

!ŦǘŜǊ ŦƛƭƭƛƴƎ ƛƴ ǘƘŜ ŦƛŜƭŘǎ ǎƘƻǿƴ ƻƴ ǘƘŜ ǇƛŎǘǳǊŜ ȅƻǳ ǿƛƭƭ ƘŀǾŜ ǘƻ ŎƭƛŎƪ άǎŀǾŜέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ ǘƘŜ ŜƴǘŜǊŜŘ ŘŀǘŀΣ 

ƻǘƘŜǊǿƛǎŜ άŎŀƴŎŜƭέ ōǳǘǘƻƴΦ 

ID number 

Address 

Telephone number 

Select for getting message 
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5. Notifications 
 

άbƻǘƛŦƛŎŀǘƛƻƴǎέ .ȅ ŎƭƛŎƪƛƴƎ ōǳǘǘƻƴΣ ŀ ǇǊƻŎǳǊƛƴƎ Ŝƴǘƛǘȅ will receive 

a notification as displayed below. 

 

 

A Supplier receives both the news concerning the System and messages about announced tenders within 

the indicated categories, specified in the έCƛŜƭŘǎ ƻŦ LƴǘŜǊŜǎǘέ ƻƴ ǘƘŜ ǇǊƻŦƛƭŜ ǇŀƎŜΦ ¢ƘŜ ōŜƭƻǿ ǇƛŎǘǳǊŜ reflects 

the message page for SuppliersΩΣ ŘƛǎǇƭŀȅƛƴƎ ƴŜǿǎ circulated by the SPA and message circulated by the 

System concerning άCƛŜƭŘǎ ƻŦ LƴǘŜǊŜǎǘέΦ 
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The yellow envelope means an unread message and the open one ς the already read one. After the 

ƴƻǘƛŦƛŎŀǘƛƻƴ ƛǎ ǊŜŀŘΣ ǳǎŜǊ Ŏŀƴ ǇǊŜǎǎ άŘŜƭŜǘŜέ ōǳǘǘƻƴ ŀƴŘ ŘŜƭŜǘŜ ŀƴ ŀǇǇǊƻǇǊƛŀǘŜ ƴƻǘƛŦƛŎŀǘƛƻƴΦ 

 

Except deleting a specific opened notification, you can delete all the notifications that is portrayed with 

ŀƴ ƻǇŜƴ ŜƴǾŜƭƻǇŜ όǘƘŀǘ ƳŜŀƴǎ ŀƭǊŜŀŘȅ ǊŜŀŘ ƴƻǘƛŦƛŎŀǘƛƻƴύΦ .ȅ ŎƭƛŎƪƛƴƎΣ άŘŜƭŜǘŜ ǊŜŀŘ ƴƻǘƛŦƛŎŀǘƛƻƴǎέ ōǳǘǘƻƴ 

user deletes already read notifications addressed to ƛǘΩǎ organization.  

 

 

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, ƘŀǾŜ ǘƻ ǇǊŜǎǎ άǳǎŜǊέ ōǳǘǘƻƴ 

ŀƴŘ άŜŘƛǘέ ŀŦǘŜǊǿŀǊŘǎΣ ƛƴ ƻǊŘŜǊ ǘƻ ŀŎǘƛǾŀǘŜ {a{ ƴƻǘƛŦƛŎŀǘƛƻƴǎΦ ¢ƘŜ ǳǎŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻn 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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ŀǇǇǊƻǇǊƛŀǘŜ ŦƛŜƭŘΦ Lƴ ƻǊŘŜǊ ǘƻ ǎŀǾŜ ǘƘŜ ǎǳōƳƛǘǘŜŘ ƛƴŦƻǊƳŀǘƛƻƴΣ ȅƻǳ ƘŀǾŜ ǘƻ ǇǊŜǎǎ άǎŀǾŜέ button. SMS 

notification service is available for max three users. 

 

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 ς 

announcement of a new procurement by a procuring entity. Second step ς suǇǇƭƛŜǊΩǎ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ƛƴ 9-

procurement and third step ς winner identification and awarding state procurement contract. 

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

 
In order to announce a new e-tender registered procuring entity Ƴǳǎǘ ƭƻƎ ƛƴ ǘƘŜ ǎȅǎǘŜƳ ǳǎƛƴƎ ƛǘǎ ǳǎŜǊΩǎ 

name and password. After accessing the system will be displayed window like the one below with the 

following functional buttons: 

 

ID number 

Address 

Telephone number 

Select for getting message 
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¶ Main ς by clicking the mentioned button you are able to return to the main page at any time 

(home page) 

¶ Current procurement - By clicking this button you will see the list of tenders which bid submission 

deadline expires today or has already expired; 

¶ Users ς 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); 

¶ New Procurement ς By clicking this button you will be able to announce an electronic tender, 

simplified electronic tender, design contest or create a draft tender notice; 

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

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

¶ Profile ς by clicking this button on the screen will be displayed your own info submitted by you 

όƴŀƳŜΣ ƛŘ ŎƻŘŜ ŀƴŘ ǎƻ ŦƻǊǘƘύΦ .ȅ ŎƭƛŎƪƛƴƎ άŜŘƛǘέ ōǳǘǘƻƴ ȅƻǳ ŀǊŜ ŜƴŀōƭŜŘ ǘƻ ǳǇŘŀǘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀǘ 

any time;  

¶ CMR (Contract Management Reports) ς 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) 

¶ ePLAN (Module of Electronic Plan) ς 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 

 

¶ Log-out- .ȅ ŎƭƛŎƪƛƴƎ ǘƘƛǎ ōǳǘǘƻƴ ȅƻǳ ǿƛƭƭ ƭƻƎ ƻǳǘΦ Lǘ ƛǎ ƳŀƴŘŀǘƻǊȅ ǘƻ ǇǊŜǎǎ ά[ƻƎ-ƻǳǘέ ōǳǘǘƻƴ ŀŦǘŜǊ 

the end of each working session in order to protect data concerning your organization. 

 

As already mentioned, ȅƻǳ Ƴǳǎǘ ǳǎŜ ǘƘŜ άbŜǿ Procurementέ ōǳǘǘƻƴ ǘƻ ŀƴƴƻǳƴŎŜ ŀ ƴŜǿ ǘŜƴŘŜǊΦ 

After clicking this button, the window like the one given below, will be displayed. 



 
 

 

25 
 

Unified Electronic System of State Procurement 
User Manual 

˱˳˱̄˱˦˶˪˧˰ˮ˷ 

˷˦̄˪˰˱́˼˫˦˲˪˰˳ 

 

If you want to announce simplified electronic or electronic teƴŘŜǊ ŎƭƛŎƪ ǘƘŜ άǘŜƴŘŜǊέ ōǳǘǘƻƴ ŀƴŘ ǿƛƴŘƻw 

like the one will be displayed on the screen. 

 

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

Electronic Tender. 

 

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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ω 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 ǇǊŜǎǎƛƴƎ ά{ŜƭŜŎǘέ ōǳǘǘƻƴ 

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 ά!ŘŘƛǘƛƻƴŀƭ LƴŦƻǊƳŀǘƛƻƴέ 

field. 

 

ω Additional Information; 

ω Procurement number or volume; 

ω Supply period; 

ω 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); 

ω Trading with a Pricelist: In case of selection oŦ ά¢ǊŀŘƛƴƎ ǿƛǘƘ ŀ tǊƛŎŜƭƛǎǘέ ǘƘŜ άtǊƻŎǳǊŜƳŜƴǘ 9ǎǘƛƳŀǘŜŘ 

±ŀƭǳŜέ ǿƛƭƭ ōŜ ǎǳōǎǘƛǘǳǘŜŘ ōȅ άtǊƛŎŜƭƛǎǘ 9ǎǘƛƳŀǘŜŘ ±ŀƭǳŜέ ŦƛŜƭŘ ŀƴŘ ƻƴŜ ƳƻǊŜ ŀŘŘƛǘƛƻƴŀƭ ƳŀƴŘŀǘƻǊȅ ŦƛŜƭŘ 

ǿƛƭƭ ŀǇǇŜŀǊΥ ά/ƻƴǘǊŀŎǘǳŀƭ ±ŀƭǳŜ ƻŦ tǊƻŎǳǊŜƳŜƴǘ hōƧŜŎǘΦέ The screenshots of these fields are given on the 

below picture. 

 

¶ Procurement Estimated Value in GEL ό!ŦǘŜǊ ǎŜƭŜŎǘƛƴƎ ά{ƛƳǇƭƛŦƛŜŘ 9ƭŜŎǘǊƻƴƛŎ ¢ŜƴŘŜǊέ ƛƴ ǘŜƴŘŜǊ ǘȅǇŜ ǘƘŜ 

System will specify the maximum procurement value - up to 200 000 GEL); 

ω Tender Bid should be Submitted Exclusive/Inclusive VAT; 

ω 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 ά9ƴǘŜǊέ button if you want the System to 

save the data concerning the Tender Notice ς otherwise you press ά/ŀƴŎŜƭέ button. 

By pressing ά9ƴǘŜǊέ button the data concerning the Tender Notice will be entered into the list of draft 

Tender Notices (άaȅ 5ǊŀŦǘǎέ button) and the window, like the one given below will appear on the screen. 
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As mentioned above, in order to announce any tender type you have to click άbŜǿ tǊƻŎǳǊŜƳŜƴǘέ button. 

Upon clicking the button on the screen will be displayed the list of procurement types, if you want to 

ŀƴƴƻǳƴŎŜ ŀ ŘŜǎƛƎƴ ŎƻƴǘŜǎǘ ŎƭƛŎƪ άdesign contestέ ōǳǘǘƻƴΣ ŀŦǘŜǊǿŀǊŘǎ ƻƴ ǘƘŜ ǎŎǊŜŜƴ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ǘƘŜ 

window like the one on the picture.  

 

Design contest 

Design contest 

Price Quality 
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Compared to the tender notice, design contest draft does not include following fields: 

ω Bidding with pricelist; 

ω 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); 

ω Bid reduction step ς (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 ς 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.  

 

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 άŜƴǘŜǊέ ōǳǘǘƻƴ ŀǎ ƛƴ ŎŀǎŜ ƻŦ ǘŜƴŘŜǊ ƴƻǘƛŎŜ. The 

mentioned notice will become similar to the design contest notice draft, on the screen will be displayed 

the picture like the one below. 

 

 

Price 

Quality 
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Any type of tender notice draft has an important identical buttons. Arrangement and name of buttons is 

displayed on the picture below. 

 

Meaning of each button: 

 

ω Edit ς button enables to make amendments within the notice draft; 

ω Registration ς button enables to register a notice; 
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ω Print ς button enables to print a notice; 

ω Delete draft ς 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, 

ȅƻǳ ƘŀǾŜ ǘƻ ŎƭƛŎƪ άŘƻŎǳƳŜƴǘŀǘƛƻƴέ ōǳǘǘƻƴ ŀƴŘ ƻƴ ǘƘŜ ǎŎǊŜŜƴ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ǘƘŜ ǇƛŎǘǳǊŜ ƭƛƪŜ ǘƘŜ ƻƴŜ 

shown below. 

 

.ȅ ŎƭƛŎƪƛƴƎ άōǊƻǿǎŜέ ǎȅǎǘŜƳ ŜƴŀōƭŜǎ to mark PDF format tender/design contest documentation stored at 

your computer. ¢ƘŜƴ ȅƻǳ ƘŀǾŜ ǘƻ ǇǊƻǾƛŘŜ ŀ ǎƘƻǊǘ ŘŜǎŎǊƛǇǘƛƻƴ ǘƘŜǊŜƻŦ ƛƴ άŘŜǎŎǊƛǇǘƛƻƴέ ŦƛŜƭŘ ŀƴŘ ŦƛƴŀƭƭȅΣ 

ǳǇƭƻŀŘ ǘƘŜ ǎŜƭŜŎǘŜŘ ŘƻŎǳƳŜƴǘ ƛƴǘƻ ǘƘŜ ǎȅǎǘŜƳ ōȅ ŎƭƛŎƪƛƴƎ άŀǘǘŀŎƘέ ōǳǘǘƻƴΦ 

 

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 ƛǘ όōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άŀōƻƭƛǎƘέ ōǳǘǘƻƴύ ŀƴŘ ǳǇƭƻŀŘ ŀ ƴŜǿ ŦƛƭŜΦ 

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 

ŦƛŜƭŘ ŀƴŘ ŎƭƛŎƪ άǊŜƎƛǎǘǊŀǘƛƻƴέ ōǳǘǘƻƴΣ ǎȅǎǘŜƳ ǿƛƭƭ ŀǎǎƛƎƴ ǳƴƛǉǳŜ ƴǳƳōŜǊ ǘƻ ǘƘŜ ǘŜƴŘŜǊκŘŜǎƛƎƴ ŎƻƴǘŜǎǘ 
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ƴƻǘƛŎŜΣ ǎǘŀǘǳǎ άŀƴƴƻǳƴŎŜŘέ ŀƴŘ ŀƭƭ ǘƘŜ ƛƴǘŜǊested 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 ŎŀǎŜ ǿƘŜƴ ǇǊƻŎǳǊŜƳŜƴǘ ǎǘŀǘǳǎ ƛǎ άŎƻƴǘǊŀŎǘ ŀǿŀǊŘŜŘέΦ 

 

In case of status άŀƴƴƻǳƴŎŜŘέΣ ǇǊƻŎǳǊƛƴƎ Ŝƴǘƛǘȅ ƛǎ 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.   

 

After cancelation of document, a procuring entity will select a new file and ǳǇƭƻŀŘ ōȅ ŎƭƛŎƪƛƴƎ άŀǘǘŀŎƘέ 

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. 

 

At the document page a user, if necessary, can ǳǇƭƻŀŘ άŜȄŎƭǳǎƛƻƴ ŎŜǊǘƛŦȅƛƴƎ ŘƻŎǳƳŜƴǘέ ŀƴŘ ŎƻƴŘǳŎǘ 

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. 

 

Remember! 

!ŦǘŜǊ ǊŜƎƛǎǘǊŀǘƛƻƴ ŀ ¢ŜƴŘŜǊ ƴƻǘƛŎŜ Ŏŀƴ ōŜ ŜŘƛǘŜŘ ƻƴƭȅ ǿƘƛƭŜ ƛǘ Ƙŀǎ ǘƘŜ ǎǘŀǘǳǎ ά!ƴƴƻǳƴŎŜŘέΦ {ǳōƧŜŎǘ ǘƻ 
editing are all the fields, except for the Type of the Tender, Type of the Pricelist and Procurement Object. 
²ƘŜƴ ǘƘŜ ¢ŜƴŘŜǊ ŀŎǉǳƛǊŜǎ ǎǘŀǘǳǎΥ ά.ƛŘŘƛƴƎ /ƻƳƳŜƴŎŜŘέΣ ƴƻ ŜŘƛǘƛƴƎ Ŏŀƴ ōŜ ŘƻƴŜ ǘƻ ǘƘŜ ¢ŜƴŘŜǊ ƴƻǘƛŎŜ 
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The below picture demonstrates the case of a registered tender notice 

 

By clicking this button  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. 

 

Meaning of each button: 

¶ 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.  

¶ Print button enables to print the relevant notice. 

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

¶ 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 

ōȅ ȅƻǳ ŀƴŘ ǇǊŜǎǎ ǘƘŜ άwŜǎǳƭǘǎέ ōǳǘǘƻƴΦ !ŦǘŜǊ ǇǊŜǎǎƛƴƎ ǘƘŜ ōǳǘǘƻƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǿƛƴŘƻǿ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ 

on the screen. 

 

.ȅ ǇǊŜǎǎƛƴƎ άtǊƻŎǳǊŜƳŜƴǘ /ŀƴŎŜƭƭŀǘƛƻƴέ ōǳǘǘƻƴ ǘƘŜ ǿƛƴŘƻǿ ǎƛƳƛƭŀǊ ǘƻ ǘƘŜ ōŜƭƻǿ ǇƛŎǘǳǊŜ ǿƛƭƭ ŀǇǇŜŀǊ ƻƴ 

the screen. It allows you to upload the minute on tender cancellation, without uploading which you will 

ƴƻǘ ōŜ ŀōƭŜ ǘƻ ŀǎǎƛƎƴ άtǊƻŎǳǊŜƳŜƴǘ /ŀƴŎŜƭƭŜŘέ ǎǘŀǘǳǎ ǘƻ ǘƘŜ ¢ŜƴŘŜǊΦ 

 

After uploading the minutes on tender cancellation, you will be able only to substitute the mentioned 

document (in the case it was wronƎƭȅ ǳǇƭƻŀŘŜŘύ ŀƴŘ ŀǎǎƛƎƴ άtǊƻŎǳǊŜƳŜƴǘ /ŀƴŎŜƭƭŜŘέ ǎǘŀǘǳǎΦ 

 

Remember! 

After uploading the minute on tender cancellation you will be able only to ŀǎǎƛƎƴ άtǊƻŎǳǊŜƳŜƴǘ /ŀƴŎŜƭƭŜŘέ 

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 /ŀƴŎŜƭƭŀǘƛƻƴέ ōǳǘǘƻƴ ǿƛƭƭ ŀǇǇŜŀǊΦ By 

clickiƴƎ ǘƘƛǎ ōǳǘǘƻƴ ǘƘŜ Ŧƛƴŀƭ άtǊƻŎǳǊŜƳŜƴǘ /ŀƴŎŜƭƭŜŘέ ǎǘŀǘǳǎ ƛǎ ŀǎǎƛƎƴŜŘ ǘƻ ǘƘŜ ǘŜƴŘŜǊ ŀƴŘ ǘƘŜ ǘŜƴŘŜǊ 

having the foregoing status will look like the picture, given below. 

 

сΦнΦ {ǳǇǇƭƛŜǊΩǎ tŀǊǘƛŎƛǇŀǘƛƻƴ ƛƴ ǘƘŜ ¢ŜƴŘŜǊκ5ŜǎƛƎƴ ŎƻƴǘŜǎǘ 

 

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. 

 

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

¶ Current Procurement ς 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; 

¶ Users ς 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; 

¶ Appealed tenders ς by pressing this button you can see the tenders appealed by you; 

¶ Profile ς By pressing this button the information entered by you into the System will be displayed on the 

ǎŎǊŜŜƴ όƴŀƳŜΣ ƛŘŜƴǘƛŦƛŎŀǘƛƻƴ ŎƻŘŜΣ ŜǘŎΦύΦ .ȅ ǳǎƛƴƎ άEditέ ōǳǘǘƻƴ ȅƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǳǇŘŀǘŜ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ 

about you any time. 

¶ CMR (Contract Management Reports) ς 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) ς 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. 

 

 

Appealed Tenders 
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Attention! 

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

 

 

ω Log-out- .ȅ ǇǊŜǎǎƛƴƎ ǘƘƛǎ ōǳǘǘƻƴ ȅƻǳ ǿƛƭƭ ƭƻƎ ƻǳǘΦ Lǘ ƛǎ ƳŀƴŘŀǘƻǊȅ ǘƻ ǇǊŜǎǎ άLog-outέ ōǳǘǘƻƴ ŀŦǘŜǊ ǘƘŜ ŜƴŘ 

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. 

 

By pressing this button, 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. 
























































































































