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The Invitation for e-Quotation (IFeQ) prepared by the Liaison Officer (LO) of the 
Procurement Entity (PE) must be recommended by the Technical Evaluation Committee 
(TEC) and approved by the Procurement Committee. 

The LO has to submit the document for approval through the system for online approval 
and otherwise, LO can get a hard copy of the document and get the required approval 
manually. 

1.1 Open IfeQ document for approval 

Loging to the system as TEC chairman/member and follow below path to get the 
document which are waiting for the approval 

Path : Incompletes -> TEC   

 

Figure 1 - Open IFe-Q for document approval 

User needs to “Agree” to the declaration before attending to give the recommendation 
to the document. Click the view button to open the document and Click on “Agree” 
button to agree and start the recommendation process. 

 

Figure 2 - Agree to the TEC member declaration 



1.2 TEC Approval for iFe-Q document 

Upon agreeing to the declaration system will direct you to the document approval. Click 
on “+” mark at the right end of the IFe-Q Document Approvals to open the document 
approval section. 

The TEC chairman/ member can view the relevant document through the link available 
at the top of the declaration section Invitation for e-Quotations / e-Quotation Details -->   

After reviewing the document TEC chairman/member can update the result of the 
committee decision with remarks if available and upload a document to the provided 
link, If TEC wish to give more information about the decision on the document. 

Then save the updated information  

 

Figure 3 - Document approval 

1.2 PC Approval for iFe-Q document 

Once the TEC save the updates, system passes the document to Procuring Committee 
(PC) approval and assigned PC should attend to the document in the same way as TEC 
section described above.  

Logging to the system as PC chairman/member and follow the path below to access the 
relevant document for PC approval. 

Path : Incompletes -> PC 

Once they open the document member(s) could see the TEC recommendation to the 
document.  

Expand the Document Approvals and submit the PC decision on the document as 
done in the TEC recommendation section. To view the quotation document click the link 
at the top of the declaration Invitation for e-Quotations  

https://training.promise.lk/egp2/?p=committee_cont&a=view_procurement_by_tec_user_short&id=a4Mr6qG3NuqEAxzgFxzJuekKtwG09L5GvFBR8jNTH2Q&b=1#_blank
https://training.promise.lk/egp2/?p=committee_cont&a=view_procurement_by_pc_user_short&id=l2dxHWQGprkf5qxA2HcY9GKCsrhTu6uEZZ2bBxwV0o8#collapse_i


 

Figure 4 - Procurement Committee Approval 

By submitting the decision LO will receive the decision and process accordingly. 

This activity is required to be completed by the LO. When the e-Quotation opening time 
is reached, LO can select the particular procurement from the “Closed 
Procurements” and view the procurement by clicking “View” button. 
 

 
In the procurement view page, LO could see the “Open e-Quotation” button at the top 
right corner of the page and the LO can execute quotation opening. 

Figure 5 - View closed procurement 



 

Figure 6 - e-Quotation Opening 

2.1 Submit for TEC Evaluation 

After the e-Quotation opening, LO is in the position of submitting the e-quotations to 
TEC for e-Evaluation. To do this, click on the “Submit to TEC”. 

 

Figure 7 - Submit quotation for TEC Evaluation 

LO will receive a message confirming the submission the TEC for evaluation. 

Important: Before submitting the e-Quotations to TEC, it is important that the LO to 
check the TEC and PC committees he had added for this procurement and if there is 
any change, LO should address it (after getting relevant approval) before clicking the 
“Submit to TEC” button. After submission, LO is not in the position to change the TEC 
and PC members.  



 

Figure 8 - Submission confirmation 

3.1 Viewing e-Quotations before e-Evaluation 

TEC chairperson logging to the system and view the particular quotations available for 
the evaluation. 

Path : Engagements -> TEC   

 

Figure 9 - Pick the quotation for evaluation 

Then click on the particular procurement. 

System will direct the user to accept and agree to the TEC/PC declaration to the 
procurement if the declaration by TEC and PC process described in section 1.1 had not 
followed for this procurement. Then follow the process of section 1.1 for the declaration.  

 

 



Viewing IfeQ and e-Quotations Submitted by Vendors 

User can click on the “ Invitation for e-Quotations / e-Quotation Details --> “ at the top 
of the page and view the e-Quotation document (IfeQ) and Quotations Submitted by 
Vendors 

The “Download” option available to download the document if the member interested 
to view it as pdf or to have a hard copy. 

 

Figure 10 - Procurement Details 

TEC can view the details of the quotation submissions by clicking the “ e-Quotation 
Details “. 

 

Figure 11 - Quotation Submission Details 

3.2 Change Permission for Evaluation Data Input 

Select the particular procurement from the Engagements. 

 Path : Engagements -> TEC   

https://training.promise.lk/egp2/?p=committee_cont&a=view_procurement_by_tec_user_short&id=sjix_iQf2vTiO8jRWbQE_LZ9gD1toe08c8NXd1Y5evE&b=1#_blank
https://training.promise.lk/egp2/?p=committee_cont&a=view_procurement_by_tec_user_short&id=sjix_iQf2vTiO8jRWbQE_LZ9gD1toe08c8NXd1Y5evE&b=1#collapse_one
https://training.promise.lk/egp2/?p=committee_cont&a=view_procurement_by_tec_user_short&id=sjix_iQf2vTiO8jRWbQE_LZ9gD1toe08c8NXd1Y5evE&b=1#collapse_one


Go down in the screen and expand the “Change Evaluation Permission” section 

 

Figure 12 - Change Evaluation Permission 

TEC chairperson can assign the permission to input evaluation related data to the 
system to a member in the committee or the chairperson himself can do it. He can also 
assign this task to the LO. Click the save button to apply the change and new assigned 
member can log into the system and access the procurement to update the details as it 
progresses. 

Important:  With out the above-mentioned Permission by chairperson, members or LO 
cannot input evaluation related data. 

e-Quotation evaluation process starts with background information of the quotation to 
get an awareness of the quotation and its timelines to the TEC. 

TEC members can expand each of this section by clicking + mark at the end of the 
section and read details. 

 

Figure 13 - Background Information 

4.1 Price Schedule 

TEC can view the quoted prices for the procurement in this section and it appears item 
wise quoted prices by vendors. 



 

Figure 14 - Price Schedule 

4.2 Price Schedule Excel format 

If TEC is preferred to go with updatable version of the price schedule there is a feature to 
get price schedule in a downloadable excel and rearrange accordingly to facilitate the 
evaluation. 

To access this feature user need to go to the link in the top of the page “ Invitation for e-
Quotations / e-Quotation Details --> “ . Then the procurement details open in a new tab 
and expand e-Quotation Details -> Price Schedule Summary 

 

Figure 15 - Price Schedule Summary Download 

User could see “Download” buttons at the right side of the screen to download the 
summary in excel format. 

Download 1 

In this download user can get the all-quoted prices with all the price component of the 
procurement and supplier information represent in a single row. 

https://training.promise.lk/egp2/?p=committee_cont&a=view_procurement_by_tec_user_short&id=nPw2X01X-zKKtjVQmoSZNxllVKDQ5XuqNORrzq-fL2I&b=1#_blank
https://training.promise.lk/egp2/?p=committee_cont&a=view_procurement_by_tec_user_short&id=nPw2X01X-zKKtjVQmoSZNxllVKDQ5XuqNORrzq-fL2I&b=1#_blank


 

Figure 16 - Price Schedule Summary (Download 1) 

Download 2 

This download is representing the price summary in columns and each suppliers price 
will appear in set of columns for each product. 

 

Figure 17  - Price Schedule Summary (Download 2) 

4.3 Preliminary Examination of e-Quotations 

The e-Evaluation process of the e-GP system is also known as L1 evaluation. This 
means, price wise lowest bidder will get evaluated first. If the lowest bidder is not 
responsive 2nd lowest bidder will get evaluated and so forth. 

Under Preliminary Evaluation, TEC has to complete the preliminary evaluation section 
for selected lowest price quoted supplier. Here the TEC need to observe the validity of 
documents requested by PE against what is submitted by the vendor. 

If the documents are acceptable to the requirement, TEC can click on the particular 
radio button “Yes” to confirm the document. 

Need to follow the same for all other compliance requirement and mark them “Yes” or 
“No” accordingly. 

If the TEC decided to disqualify the vendor click on “No” on Passed for Detailed 
Evaluation. Then the system will provide space to put reason for the rejection and 
fallout the reason. 

https://training.promise.lk/egp2/?p=committee_cont&a=view_procurement_by_tec_user_short&id=THkxO9K5Qc2M6AHUu6M3qSbAy46J-V4iBCqv_aaM584#collapse_sec3


Once the above section is completed click on the “Save” button at the lower left corner 
of the section. Depending on the decision (pass or fail) the evaluation of the vendor go 
to next level or system will propose the next lowest bidder for preliminary evaluation.  

Important: If the Lowest bidder fails the Preliminary Evaluation go back to top of the 
Preliminary Evaluation and repeat the process for the 2nd lowest bidder which the 
system automatically select. 

Example: 

In below example screen you could see three suppliers bid for two items “Laptop 
Computer” & “Laser Printer”. For both items supplier “HP Laptop” is the lowest bidder 
and system selected supplier preliminary evaluation accordingly. 

Figure 18 - Preliminary Evaluation 



 

Figure 19 - L1 Selection for preliminary evaluation 

But in the preliminary evaluation “HP Laptop” was rejected for “Laser Printer” and 
system suggested second lowest supplier which is “Ayes QA”.  

 

Figure 20 - 2nd Lowest selection 

TEC has to complete preliminary evaluation until a supplier selected to particular bid or 
lot. If all the bidders are rejected detail evaluation process is not available since there is 
no information to evaluate. Otherwise, selected vendors take into the detail evaluation. 

4.4 Detail Evaluation 

The selected suppliers take into the detail evaluation based on the document select at 
the 5.1 of data sheet by the PE. Individual item wise technical & other factors asses in 
this section. Complete the section by filling required details for all items. 

https://training.promise.lk/egp2/?p=committee_cont&a=view_procurement_by_tec_user_short&id=THkxO9K5Qc2M6AHUu6M3qSbAy46J-V4iBCqv_aaM584#collapse_sec3


Click on the item and then click on the selected vendor to evaluate supplier response 
on the item. 

 

Figure 21 - Detail evaluation of the supplier 

Expand each link related to the technical and other factors of the item and fill the 
information appropriately. Make sure to update the final decision and save the update 

 

Figure 22 - Technical Responsiveness 

4.5 Summary of the Detailed Evaluation & Comparison of e-Quotations. 

Summary of the detailed evaluation can be seen at this section as below. 

 

Figure 23 - Detail evaluation summary 

If the TEC request post qualification here then PE need to evaluate the post qualification 
manually and update the result in next section. 

https://training.promise.lk/egp2/?p=committee_cont&a=view_procurement_by_tec_user_short&id=THkxO9K5Qc2M6AHUu6M3qSbAy46J-V4iBCqv_aaM584#collapse_sec3


 

Figure 24 - Recommendation for post qualification 

4.6 Proposed Award 

This section gives the final summary of the TEC decision and request to complete the 
process.  

 

Figure 25 - Completing TEC Evaluation 

Important: Once TEC complete the evaluation process the TEC Evaluation Report gets 
generated by the system and user can download it. After downloading get a printout of 
the TEC report. TEC chairperson and all members must sign in the relevant section of 
this document with their individual recommendation on the selected supplier. 

 

4.7 Submit to PC 

Upload the signed TEC report in the relevant section and submit the report to PC. 

https://training.promise.lk/egp2/?p=committee_cont&a=view_procurement_by_tec_user_short&id=THkxO9K5Qc2M6AHUu6M3qSbAy46J-V4iBCqv_aaM584#collapse_sec3
https://training.promise.lk/egp2/?p=committee_cont&a=view_procurement_by_tec_user_short&id=THkxO9K5Qc2M6AHUu6M3qSbAy46J-V4iBCqv_aaM584#collapse_sec3


 

Figure 26 - Submit to PC 

 

5.1 View Procurement 

Procurement committee chairperson needs to logging to the system and select the 
required procurement from “Engagements”. Use below path to access the document. 

Path: Engagements -> PC -> View 

If the PC has not agreed to the declaration in the document approval level it is required 
to agree to the document before proceeding to the evaluation. (Please refer the section 
1 for the details) 

 

Figure 27 - Getting Procurement for PC Evaluation 

PC committee can see the details of the quotation through the link at the top left of the 
page  “Invitation for e-Quotations “ 

 

5.2 Change Permission 

If the procurement committee decided to change the system update permission 
“Chairperson” can give the permission to the desired person in this section. 

Responsibility to update the system along with the committee decisions is bound to the 
person who is given the permission by the chairperson. 

https://training.promise.lk/egp2/?p=committee_cont&a=view_procurement_by_tec_user_short&id=THkxO9K5Qc2M6AHUu6M3qSbAy46J-V4iBCqv_aaM584#collapse_sec3
https://training.promise.lk/egp2/?p=committee_cont&a=view_procurement_by_pc_user_short&id=C_TUxABCpYi8wa6fWYejWPaXTm_vOzUmcsMK8APiHSk#collapse_i
https://training.promise.lk/egp2/?p=committee_cont&a=view_procurement_by_tec_user_short&id=THkxO9K5Qc2M6AHUu6M3qSbAy46J-V4iBCqv_aaM584#collapse_sec3


 

Figure 28 - Change Permission 

5.3 View Document Approvals 

Procurement committee can observe the prior approvals given to the particular 
procurement document in this section. It contains the approvals for the document by 
TEC & PC respectively. 

 

Figure 29 - Document Approval 

 

5.4 e-Quotation Details 

Procurement committee can view the detail of the quotation with suppliers’ responses 
in this section. By expanding the “e-Quotation Details” following section appears to go 
through for the decision making. 

 

Figure 30 - Quotation Details 

Right end of each section has “+” mark to expand the section and user can view the 
suppliers’ responses and the price schedule summary to assess the TEC decision on 
the procurement. User can download the price schedule summary if required in excel 
format for the reference as desired. 

https://training.promise.lk/egp2/?p=committee_cont&a=view_procurement_by_tec_user_short&id=THkxO9K5Qc2M6AHUu6M3qSbAy46J-V4iBCqv_aaM584#collapse_sec3
https://training.promise.lk/egp2/?p=committee_cont&a=view_procurement_by_tec_user_short&id=THkxO9K5Qc2M6AHUu6M3qSbAy46J-V4iBCqv_aaM584#collapse_sec3


5.5 TEC Report 

TEC Report is available here to download and checked by the PC.  

 

Figure 31 - TEC Report 

5.5 PC Approval 

Procurement committee’s final decision needs to be provided here by PC and save the 
decision.  

 

Figure 32 -PC Approval 

Accordingly, if the committee decides to “Disagree” for the current TEC 
recommendation system will give an option to select a different supplier. As PC can 
view all the quotations submitted by bidders PC is in the position of taking a such 
decision. 

https://training.promise.lk/egp2/?p=committee_cont&a=view_procurement_by_tec_user_short&id=THkxO9K5Qc2M6AHUu6M3qSbAy46J-V4iBCqv_aaM584#collapse_sec3
https://training.promise.lk/egp2/?p=committee_cont&a=view_procurement_by_tec_user_short&id=THkxO9K5Qc2M6AHUu6M3qSbAy46J-V4iBCqv_aaM584#collapse_sec3


5.6 Minutes of the Procurement Committee Meeting 

 

The procurement committee has to complete the minutes section and save them to 
create the “Procurement Committee Minute”. Once save button clicked the system 
provides a link button to access the minutes of the PC. 

Figure 33 -Minutes of the committee 



Download the document by clicking the link button and after verifying the information 
upload the same (.PDF) to the provided space for the committee report. 

LO can access the final result of the decision of awarding and download if required and 
act according to the decision in the minutes. 

 

Figure 34 - Decision of awarding 

   


