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Manual Description

NDB e-procurement system is designed for NDB’s corporate procurement. The system
provides a unified management of procurement request and execution, supplier
management and contract management, realizing a whole procurement process
management online. The system mainly contains procurement request, procurement
execution (open competitive bidding, limited competitive bidding, competitive
negotiation, single source and shopping), contract generation, payment

management, supplier registration, supplier bidding, supplier assessment etc.

This manual mainly provides users with each specific operation process of the system,
including the operation details of each function, providing step by step guide for each

function of the system. After reading this manual, users can:
® Be familiar with the function of each module and button
® Understand the overall design of the system

® Quickly master the basic use of the system

The system client wuses the Google Chrome, Firefox, Internet Explorer

browser to operate directly.

Due to the different versions of IE, your screen may not be the same as the illustrations in this

manual, but the steps and results should be the same.
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1. Supplier Registration

1.1. Sign up
1 Sign up by clicking the Supplier Register.
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Corporate Procurement Procurement Information

NDB
e-Procurement

I Procurement Information

>Project Title >Issue Time >Closing Time
Hello!
Non-Assurance Engagement for Corporate Governance 2024-10-22 2024-11-05 1
Supplier Register
brokerage services for the retirement programs 2024-09-25 2024-10-16
Managed resource for IT cyber security operation and support 2024-09-19 2024-10-16 I General Terms and Conditions
>Goods Services and Consulting
IT Support Service at ARO Y2024-25 2024-09-12 2024-10-09 SErvices
I Procurement Opportunities
Network operation center-NOC 2024-09-05 2024-09-30
>Corporate Procurement Plan
INTEGRATED FACILITIES MANAGEMENT SOFT SERVICES PROJECT 2024-08-09 2024-08-27 I Supplier Guide
IP address management tool - IPAM 2024-08-05 2024-08-30 >Qperation Manual

1.2. Read the Terms and Condition.

1  Carefully read Terms and Conditions and click Agree to confirm.
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Registration Insturctions Basic Informaiton Complete Registrition and Log in

Supplier Instructions:

Thank you for your interest in registering in EPS and becoming a registered supplier for New Development
Bank. It is important that you read the Supplier Instructions. Before registration, we also recommend you
review General Terms and Conditions, Supplier Guide, and Corporate Procurement Plan.

1.General registration process

In order to be a registered supplier, the applicant need to complete the following process:

a. Create system username and complete an account registration process with basic information.

b. Login to the e-procurement system, complete the online registration information and upload the
required documents.

c. NDB evaluates suppliers’ registration information and qualifications, and decides either approve or reject

3 - -
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1.3. Create Account

Registration Instructions Basic Information Complete Registration and Log in

Please fill in the blank precisely with related corportate information and the blanks with asterisks are
required fields.

Please set your browser language into English for registration.

Supplier Guide: Operation Manual

Username: English Only *
Password: This is required. *
Confirm Password: This is required. =
Full Name: | English Only *
Company Name: English Only *
Telephone: *
Email: This is required, *

Note:This only support corporate email.

Dynamic Code: Obtain Dynamic Code 1

Location: —-Please Choose— v o

1  Enter the required information with “*’ and get the dynamic code by clicking the Obtain
Dynamic Code. You will receive an e-mail from e-procurement system, please check your

mailbox and fill-in the dynamic code you received.
2  Before clicking the Complete, please make sure all the information is correct.

3 Please check ‘2.2. Complete Registration’ to fully complete your registration.
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2. User Management

2.1. Sign in (Multi-Factor Authentication)

User required to fill in four sections to login.

Normal Login Single sign-on

Please input Username

e — <1 input
Please input password

please input verification code 5305
3 Ch eCk ema il i I please input email code I K

Input code’

2 click here

Register

4 click

Row 1: Fill-in your registered username (not your email address)
Row 2: Fill-in your password
Row 3: Fill-in the verification code appeared digit on your right.

Row 4: Press “Get Code” and fill-in the code you receive from your email (the mail bond with

your username)

Press Login for logging in.

2.2. Complete Registration/Information Maintenance

After potential suppliers creating the account, the homepage will be shown as following.
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After pre-registration, user should login and fill in detailed information for NDB Procurement

department verification.

1 Click the User Management. Fill in all the information and submit for verification.
Information with '*' could be directly updated and saved by supplier, and information with '**'

must be approved by NDB.

Notes: It will take 1-3 working days for NDB’s approval. You will receive an e-mail after the

approval. All functions are available to suppliers only after information is approved by NDB.

2 For users that would like to update/renew their information, press Change Request and

repeat Step 1 to submit.
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V

DB Procurement 2024.12.5 11:23:48 G

2.3. Employee Management

For users with multiple user login requirement, Head Users can add subaccount for company’s

other users.

*Please note that login dynamic code will be sent to email that bound with account. If you

are using sub account to log in, dynamic code will be sent to sub account email.

1  Press Employee Management and Press Add

Hell, b g
Corporate Procurement [NTSSETERERSSSSR Contract Management (Supplies){ sger]

Employee List

Mo, Name

1 —— 1 = o ” [

MW v 4 page ! Totalpage 1 ¥ Pl D Current display 1-1 Total 1 recerd

2 Fillin information required to create a subaccount.
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Mame:

i
Gender: () Female () Male =

Mobile: =
Tel: =
Email: =
Usemame: | Lowwmsagy =
Password: =

Confirm Password:

2.4. Password change

1 Click Password to go to the page to change password.

(NN
- P Wscn Tiews Crm oo
o xeme 1 ~n
P o
raoxismin TN N et gt AT
OB SINCL AT 0
o xie B GRS AT 1m0 oo 1
OO T R I
bexiemie B S TES N ¢ amon b
Hoe W&t tndaage ¢ M D o ey t0K T 5 oncent

2 Click the Save to change the password for the system.
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3 Click the Reset to clear the entered password.

2.5. Log out

1 The user can log out by clicking the Exit.

)-. “  waiew |
~J - ot vocaenent by MatagEirey Crtract Minagermest sz e ‘ehweanes) Doty .
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3. Corporate Procurement

3.1. Procurement Notice

1  Click the Procurement Notice to check all procurement notices announced by NDB.
2 Click the Search to search the project information by project no. and project title.

3  Click the Details helps to view the details of procurement notice and enroll in the

procurement.

1 OSSN Ao Pk Matxc T [o——

MY N ot Tompage ¢ P M D Curme Sectn 490 Tons 47 meced

4  If you want to participate in this project, click the Enroll.
Note: You cannot participate any procurement without clicking the Enroll.

5 Check and update the enrollment information and confirm it to complete the enrollment
progress. Your enrollment information and record will be saved and transferred to NDB’s

corporate procurement.
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3.2. My Invitations

1 Click the Corporate Procurement.
2 Click the Search to search the project information by project no. and project title.

3 Click the Details.

4  Click the Procurement Notice to view contents of the procurement notice.
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Procurement Notice

5 Click the RFP/RFQ to check and download bidding document.

6  Click Proposal Submission to enter bid amount/quotation and upload proposal files.
Note: Your submission must be before proposal submission deadline.
7  Before submitting the proposal, please check all the information again.

Note: There is only one chance to upload and submit the proposal, after submitting the

request, the information cannot be changed.
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Proposal Submission
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8 Click Award Notification to view contents of award notice. Onl

Award Notification.

y the winner could receive

Notification of Award

d Lo inform you that the evaluation of bic he project canized
New NDB"), he 0 ted d ir my T | 1 [ i I
"lease come Lo the Procurement Div ion of New Development Bank d with mat r onl ! nd I k h 30 worki he
receis t i
lea m Divi \DB within 30 [rom th U i to i iat r ont
ignin
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utcon he su ful com e contract nego i the contrac
DB will not ! ny « . r any com s a1 our Laking in this bidding pr ri he execution
the contrs
Her il
Procurement System
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