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CHAPTER-1: INTRODUCTION 
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1.1. How to browse 
 Go to an internet browser – Google Chrome (recommended), Firef

 Type http://scmpbd.org/ in the address bar.
 Following homepage screen will appear

1.2. How to Log In 

To log in into the mohfwscmp website User need to enter 
accessibility view and edit will be controlled by Admin.

 Type in your User ID and Password in the boxes and click <Log in>.
 If your User ID and Password are correct 

 At the left side of the home page you will see your Name
 

After Logged in the Menu Bar will appear at the top.

ow to browse MOHFW SCMP 
Google Chrome (recommended), Firefox, Opera etc.  

in the address bar. 
homepage screen will appear: 

 

 
 

 
ebsite User need to enter User Name and Password. As per User Group 

accessibility view and edit will be controlled by Admin. 

Type in your User ID and Password in the boxes and click <Log in>. 
If your User ID and Password are correct – then mohfwscmp home page will be visible.

side of the home page you will see your Name, User ID and Last Login date & time

After Logged in the Menu Bar will appear at the top. 

 

 

User Name and Password. As per User Group 

age will be visible. 

Last Login date & time. 
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 If you want your internet browser will remember
“Remember Me” check box when you first logged in.

1.3. How to Log out
After your work is done and you temporarily want to suspend working with 
Exit then you should log out. This makes sure that another person ca
permissions when you are out. To logout from 

If you want your internet browser will remember your “User Name” and “Password” you 
“Remember Me” check box when you first logged in. 

How to Log out 
After your work is done and you temporarily want to suspend working with mohfwscmp
Exit then you should log out. This makes sure that another person cannot use mohfwscmp
permissions when you are out. To logout from home, click the following button. 

 

“User Name” and “Password” you just tick the 

 

mohfwscmp but do not want to 
mohfwscmp with your 
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If you go to menu, logout button will be shown upper right side of menu page.

1.4. How to Change User Name & Password
If user will forget user name and password, 
password: 

After clicking “Forgot your password?” and “Forgot your username?”, user needs to put his/her email 
address to receive new username or pas

  

 

logout button will be shown upper right side of menu page. 

How to Change User Name & Password 
If user will forget user name and password, they need to click the following link to restore user name or 

 

After clicking “Forgot your password?” and “Forgot your username?”, user needs to put his/her email 
address to receive new username or password. 

 

need to click the following link to restore user name or 

After clicking “Forgot your password?” and “Forgot your username?”, user needs to put his/her email 
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CHAPTER-2: PREPARATION OF PROCUREMENT PLAN (FOR 
GOODS) 
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2.1. Plan Entry Menu
After User logged into the SCMP portal the second from left 

The Plan Entry menu of SCMP web 

 
User can view list by clicking on 
discussed in the following section. 

2.2. Budget Allocation
Select Plan > Budget from Plan menu.

2.1. Plan Entry Menu 
After User logged into the SCMP portal the second from left side besides Catalog button is Plan Menu

 portal contains a list of sub-menu as follows: 

 
ing on the above sub-menus. The details description of each sub

 

. Budget Allocation 
Plan menu. 

button is Plan Menu 

 

The details description of each sub-menu has 
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2.2.1. Budget Entry 

 

To entry a budget for goods under any specific year and funding source you need to select “Year” and 
“Funding Source” from these two Combo Boxes.

First you go to Plan Menu > Budget submenu. Then click on table cell to enter budget amount and 
“Update” to save the Budget amount.

 

To entry a budget for goods under any specific year and funding source you need to select “Year” and 
“Funding Source” from these two Combo Boxes. 

First you go to Plan Menu > Budget submenu. Then click on table cell to enter budget amount and 
“Update” to save the Budget amount. 

 

 

To entry a budget for goods under any specific year and funding source you need to select “Year” and 

First you go to Plan Menu > Budget submenu. Then click on table cell to enter budget amount and press 
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User can view Budget of all LDs but only they can enter/edit only LD's own budget 

2.2.2. Budget View 
The following screen shows the Budget View of a year under funding source:

 

2.3. Funding Source

2.3.1. Type of Funding Sources
There is following types of Funding Sources in the SCMP

User can view Budget of all LDs but only they can enter/edit only LD's own budget row

The following screen shows the Budget View of a year under funding source: 

ource 

ype of Funding Sources 
There is following types of Funding Sources in the SCMP for preparing Goods Procurement

 

row. 

 

for preparing Goods Procurement. 
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Under each funding source there is 
Method the following dates are calculat

 Bid Opening Date 
 Contract Signing Date 
 Shipment Date 

2.3.2. For RPA Funding Source
From the following screen User need to select Funding Source from the Funding Sources combo after 
selecting Plan Year & Proc. Level: 

After pressing the  button 

is Procurement Methods need to be selected by Users and based on Proc. 
Method the following dates are calculated automatically: 

For RPA Funding Source 
From the following screen User need to select Funding Source from the Funding Sources combo after 

button following window will come: 

 

need to be selected by Users and based on Proc. 

 

From the following screen User need to select Funding Source from the Funding Sources combo after 
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2.3.3. For GOB Funding Source

As above User may can select require Funding Sources from Funding Sources combo and Proc. 
Method.   

2.4. Using Products Catalog
To add/edit/view product groups list,
The details description of each sub-

Funding Source 

As above User may can select require Funding Sources from Funding Sources combo and Proc. 

sing Products Catalog 
To add/edit/view product groups list, product list and product request by clicking on the above sub

-menu has discussed in the following section. 

 

 

As above User may can select require Funding Sources from Funding Sources combo and Proc. 

the above sub-menus. 
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2.4.1. Product Group View
To go to Catalog>Product Reports>Group View
need to view. The Product Group has shown in the Products Group list two ways. If a Product Group does 
not have any sub Product group it shows in the root of Product Groups. 

But which Product Groups have sub
user need to click (+) to open the folder 

 

2.4.2. Product List 
Go to Catalog > Product Entry/Edit 

Details Product entry/edit are describe in the Administration Section. 

To view Product List of existing Products 
Catalog menu. The product list is displayed with create, edit, delete and sear

This list contains 8 (Eight) columns–

 Product No List: Products are listed group by Product No.

 Product Code: Each Product has unique Product Code.

 UOM:  Each product has Unit of Measurement.

 HS Code: Some Product has HS Code.

 Local Price(BDT.): Local price for each product is in BDT.

 International Price(US $): 

 

View 
Reports>Group View from the Catalog menu and click on the Group name which 

. The Product Group has shown in the Products Group list two ways. If a Product Group does 
not have any sub Product group it shows in the root of Product Groups.  

But which Product Groups have sub-group it shows under a folder. To browse under a folder Product Group 
user need to click (+) to open the folder  

Product Entry/Edit from Catalog menu and the following window come:

Details Product entry/edit are describe in the Administration Section.  

of existing Products select Catalog > Product Entry/Edit> Existing Product List 
menu. The product list is displayed with create, edit, delete and search products. 

–   

Products are listed group by Product No. 

Each Product has unique Product Code. 

Each product has Unit of Measurement. 

Some Product has HS Code. 

Local price for each product is in BDT. 

International Price(US $): International price is in US $. 

menu and click on the Group name which 
. The Product Group has shown in the Products Group list two ways. If a Product Group does 

 
p it shows under a folder. To browse under a folder Product Group 

 

and the following window come: 

 

Existing Product List from 
ch products.  
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 Edit/Delete: Products are updated and deleted from this section. 

 
The Product list window is shown in below: 

 

Product list window contains some toolbars top of the list grid- 

 Product Group:  In this field product group of the product are listed in the combo. If User select product 
group from the combo the list  will be shown like this: 
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 Show Strength: It is a checkbox for product group if user selects the checkbox then all the strength of 
product list will be shown like this: 

 

 Show Image: It is a checkbox for product group if user selects the checkbox then all the image of product 
list will be shown like this: 

 

 Search Field: In this section user can search product by alphabet. The form is shown like this: 
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2.4.3. Product List View 
Select Catalog > Product Reports>List View from Catalog menu. 

This list contains 7(Seven) columns–   

 Product No List: Products are listed group by Product No. 

 Product Code: Each Product has unique Product Code. 

 Product Name: shows the Product name. 

 UOM:  Each product has Unit of Measurement. 

 HS Code: Some Product has HS Code. 

 Local Price(BDT.): Local price for each product is in BDT. 

 International Price(US $): International price is in US $. 

 
The Product List window is shown in below: 

 

Product List window contains some toolbars top of the list grid- 

 Product Group:  In this field product group of the product are listed in the combo. If User select product 
group from the combo the list will be shown like this: 
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 Show Strength: It is a checkbox for product group if user selects the checkbox then all the strength of 
product list will be shown like this: 

 

 Show Image: It is a checkbox for product group if user selects the checkbox then all the image of product 
list will be shown like this: 
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 Search Field: In this section user can search product by alphabet. The form is shown like this: 

 
 

2.4.4. Product Details 
Select Catalog>Product Details from Catalog menu. 

This form is used to show the product list and the details of the product. This Form contains 3(Three) parts–   

 All Groups: All Groups are listed in item group tree. 

 Product List: Product list shows the product of a group. 

 Detail View: Details views the list of products. 
 
The Catalog form is shown below: 
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After selecting a product from All Groups, the Product List part shows the product under the selected group. 
And it shows like: 

 

By clicking a product from a Product List, it views the details in details part of the form. There have two parts 
in Details View. 

 Products: Product shoes the details of a product. 
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 Strength: strength shows the list of strength and list of brands of a product. 

 
 

After selecting a product from the list of strength, List of Brands shows the name of Brand and 
pharmaceutical information, like below: 
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It also contains a search filed 
 

 Search Field: In this section user can search product from product list by writing alphabet. The form is 
shown like this: 

 
 

2.5. Goods Plan Entry/Edit 

2.5.1. Create New Goods Plan 
Select Plan > Plan Entry Edit from plan menu. 

This form is used to create new plan or view existing plan. 
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After clicking the   button, there shows a new form to entry the procurement plan.

window will come:  

  To create a new plan following fields are required: 

 Plan Year: To enter a new procurement plan the user first need 
select from “Plan Year” combo value.

 Proc. Level: This field is mandatory.

 Funding Source: This field shows the source of funding.

 Procured By: This is the mandatory field.

 Description: This field is not mandatory.
 

After filling the fields press 

2.5.2. Add Plan Items 
Expand left side window by clicking the RIGHT ARROW  

button, there shows a new form to entry the procurement plan.

following fields are required:  

procurement plan the user first need to put for which year plan will be to 
select from “Plan Year” combo value. 

This field is mandatory. 

This field shows the source of funding. 

This is the mandatory field. 

This field is not mandatory. 

  button to save. If user wants to reset press 

Expand left side window by clicking the RIGHT ARROW   

 

button, there shows a new form to entry the procurement plan. Following 

 

to put for which year plan will be to 

 button. 
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To drag product for plan items and drop it on right side list. 
product group or by searching product:
 

This Form contains 16(sixteen) columns

 Plan No List: Procurement Plans are listed by Plan No.

 Carry over: Carry over check box is used for previous year’s planed prod

 Contract Package Number

 Product Name: Name of the contract are selecting from drug and drop.

 Unit:  Unit of the product of a package.

 Qty: Shows the quality of a package.

 Estimated Unit Price: It shows estimated uni

 Total:  Total amount of the price.

 Method: Here listed the method

 Procurement Guideline:

 Review: This column shows the review.

 Bid OP. Date: Date of Bid Opening.

 Cont. Sign. Date: Shows

 Shipment Date:  Here the shipment dates.

 Procured For: Here listed procured for package

 Delete: Plans are deleted from this section.
 

2.5.3. Copy Plan Items 
 

 
To drag product for plan items and drop it on right side list. User can Drug and Drop the 
product group or by searching product: 

This Form contains 16(sixteen) columns–   

Procurement Plans are listed by Plan No. 

Carry over check box is used for previous year’s planed product.

Contract Package Number: Shows the contract package number. 

Name of the contract are selecting from drug and drop. 

Unit of the product of a package. 

Shows the quality of a package. 

It shows estimated unit Price of package. 
Total amount of the price. 

Here listed the method. 

Procurement Guideline:  Procurement guidelines are listed in this field. 
This column shows the review. 

Date of Bid Opening. 

Shows the date of contract signing. 

Here the shipment dates. 

Here listed procured for package. 
Plans are deleted from this section. 

 

 

User can Drug and Drop the product, based on 

 

uct. 
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Press  
come: 

 
Select YEAR from combo and press copy button to copy that year plan.

 
 
Expand left side window by clicking the RIGHT ARROW  

 button to copy previous years plans and following window will 

Select YEAR from combo and press copy button to copy that year plan. 

Expand left side window by clicking the RIGHT ARROW   

button to copy previous years plans and following window will 
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To drag product for plan items and drop it on right s
product group or by searching product:

This Form contains 16(sixteen) columns

 Plan No List: Procurement Plans are listed by Plan No.

 Carry over: Carry over check box is used for previous year’s planed product.

 Contract Package Number

 Product Name: Name of the contract are selecting from drug and drop.

 Unit:  Unit of the product of a package.

 Qty: Shows the quality of a package.

 Estimated Unit Price: It shows estimated unit Price of package

 Total:  Total amount of the price.

 Method: Here listed the method

 Procurement Guideline:

 Review: This column shows the 

 Bid OP. Date: Date of Bid Opening.

 Cont. Sign. Date: Shows the date of contract signing.

 Shipment Date:  Here the shipment dates.

 Procured For: Here listed procured for package

 Delete: Plans are deleted from this section.
 
 

 
To drag product for plan items and drop it on right side list. User can Drug and Drop the 
product group or by searching product: 

This Form contains 16(sixteen) columns–   

Procurement Plans are listed by Plan No. 

Carry over check box is used for previous year’s planed product.

Contract Package Number: Shows the contract package number. 

Name of the contract are selecting from drug and drop. 

Unit of the product of a package. 

ty of a package. 

It shows estimated unit Price of package. 
Total amount of the price. 

Here listed the method. 

Procurement Guideline:  Procurement guidelines are listed in this field. 
This column shows the review. 

Date of Bid Opening. 

Shows the date of contract signing. 

Here the shipment dates. 

Here listed procured for package. 
Plans are deleted from this section. 

 

User can Drug and Drop the product, based on 

 

Carry over check box is used for previous year’s planed product. 
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User can edit default method, review and dates of the item. 
 

2.5.4. Grouping View 

To see group product in group-wise click on . 
 

 
 

To see product in method wise click on  
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This form is used to create, edit and delete and shows the details of Procurement plan. This Form contains 
19(nineteen) columns–   

 Plan No List: Procurement Plans are listed by Plan No. 

 Carry over: Shows details after clicking the check box. 

 Contract Package Number: Shows the contract package number. 

 Product Name: Name of the contract are selecting from drug and drop. 

 Unit:  Unit of the product of a package. 

 Qty: Shows the quality of a package. 

 Method: This column shows the method of the package of plan. 

 Contract Approving Authority: It shows the name of contract  approving authority. 

 Estimated Unit Price: It shows estimated unit Price of package. 
 Total: Total amount of the price. 

 Invite/Advertise Tender:  Shows the date of invite or advertisement tender. 

 Tender Opening:  It shows the date of tender opening. 

 Tender Evaluation: This column shows the tender of evaluation. 

 Approval to Award: This contains the approval to award. 

 Notification to Award: This contains the notification to award. 

 Signing of Contract: Date of signing contract. 

 Time for Completion of Contract:  Here shows the time of completion of contract. 

 Procured For:  Here listed procured for package. 
 Delete: Plans are deleted from this section. 
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Then press "Next" button to submit the plan.
 

2.5.5. Show in Template
Check box in Show in template column is used 
 

Pres   button following window will come:
 

 
 
Press submit button to publish the plan.

 

button to submit the plan. 

emplate 
Check box in Show in template column is used to separate the product form its group and show it in report.

button following window will come: 

Press submit button to publish the plan. 

 

to separate the product form its group and show it in report. 
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2.5.6. Publish a Plan 
 Press Submit button to publish the plan.

To print plan go to the Main Menu 

Click on right green arrow to view and print plan items 

2.5.7. Print a Plan 
 Press right top “Print” button to print a Plan items.

2.5.8. Goods Plan Approval
A plan must be approved by ‘Approving Authority’ before used in a package. 
Approval Authorities to approve a plan. 

 Ministry 
 World Bank Clearance 

The authorized person will come to the Plan Approval entry form and press the Blue ‘Approve’ button at the 
rightmost column. This will approve the plan and available for packaging.

Press Submit button to publish the plan. 

To print plan go to the Main Menu – Plan > Plan view and following window will come:

Click on right green arrow to view and print plan items and following window will come:

Press right top “Print” button to print a Plan items. 

Goods Plan Approval by Ministry 
A plan must be approved by ‘Approving Authority’ before used in a package. There need to following 
Approval Authorities to approve a plan.  

The authorized person will come to the Plan Approval entry form and press the Blue ‘Approve’ button at the 
rightmost column. This will approve the plan and available for packaging. 

Plan > Plan view and following window will come:  

 

and following window will come: 

 

There need to following 

The authorized person will come to the Plan Approval entry form and press the Blue ‘Approve’ button at the 
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2.5.9. Goods Plan Clearance by World Bank
World Bank may give clearance by 3 (

1. Cleared 
2. Cleared with Observation 
3. Clarification 

 

 

Clearance by World Bank 
3 (three) ways as follows: 
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1. Cleared 

2. Cleared with Observation 

 
3. Clarification 

The above window shows World Bank 
Green marking items are kept as it is.

 

World Bank has given instruction to LD to delete items which marking Red and 
Green marking items are kept as it is.  

 

 

 

to LD to delete items which marking Red and 
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2.5.10. Goods Plan Version Management 

 

2.5.11. Goods Plan Approval View 
The following screen shows the Plan Approval View of a year under funding source for waiting to get 
Approval from approving authority –  
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2.5.12. Goods Plan Consolidation Entry
Go to Plan>Goods Plan Consolidation Entry
from the following menu: 

From the above screen to export the Plan 

to click Excel  button and the need to save in Excel. After save the Excel file open the file and put 
the allocated Package no. into the Excel Sheet like follows:

2.5.12. Goods Plan Consolidation Entry 
Plan>Goods Plan Consolidation Entry from Plan menu to export the" View-1" of Procurement Plan 

From the above screen to export the Plan Consolidation Agency-wise View to Excel file respective Desk need 

button and the need to save in Excel. After save the Excel file open the file and put 
the allocated Package no. into the Excel Sheet like follows: 

" of Procurement Plan 

 

wise View to Excel file respective Desk need 

button and the need to save in Excel. After save the Excel file open the file and put 
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From the above Excel Sheet each Desk will give entry the Package No. in the Goods Plan Consolidation Entry 
or Desk may give direct entry into Goods Plan Consolidation Entry screen as follows: 

 
Without this Consolidation Desk could not create Package entry because  after putting Package No. in the 
above screen it will automatically shown in the Package Entry Screen while Desk entering Packages.   
 

View-2: Products Group-wise Consolidated Procurement Plan 
The following screen is the View-2 of consolidated procurement Plan from where user will find Product 
Group-wise Procurement Plan. 

 

 View-3: Contract-wise Consolidated Procurement Plan 
The following screen is the View-3 of consolidated procurement Plan from where user will find Product 
Group-wise total procurement plan amount -  
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CHAPTER-3: PREPARATION OF PROCUREMENT PLAN (FOR 
SERVICE) 
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3.1. Budget Allocation
Select Plan > Budget from Plan menu.

 

3.1.1. Budget Entry 

 

To entry a budget for goods under any specific year and funding source you need to 
“Funding Source” from these two Combo Boxes.
table cell to enter budget amount and press “Update” to save the Budget amount.

Budget Allocation 
Plan menu. 

 

To entry a budget for goods under any specific year and funding source you need to 
“Funding Source” from these two Combo Boxes. First user go to Plan Menu > Budget submenu. Then click on 
table cell to enter budget amount and press “Update” to save the Budget amount. 

 

 

To entry a budget for goods under any specific year and funding source you need to select “Year” and 
submenu. Then click on 
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3.1.2. Budget View 
The following screen shows the Budget View

 

3.2. Funding Source

3.2.1. Type of Funding Sources
There is following types of Funding Sources in the SCMP for preparing Goods Procurement.

Under each funding sources there is Procurement Methods need to be 
Method the following dates are calculated automatically:

 Bid Opening Date 
 Contract Signing Date 
 Shipment Date 

Budget View of a year under funding source: 

ource 

3.2.1. Type of Funding Sources 
There is following types of Funding Sources in the SCMP for preparing Goods Procurement.

Under each funding sources there is Procurement Methods need to be selected by Users and based on Proc. 
Method the following dates are calculated automatically: 

 

There is following types of Funding Sources in the SCMP for preparing Goods Procurement. 

 

selected by Users and based on Proc. 
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3.2.2. For RPA Funding Source
From the following screen User need to select Funding Source from the Funding
selecting Plan Year & Proc. Level: 

After pressing the  button 

 

For RPA Funding Source 
From the following screen User need to select Funding Source from the Funding

button following window will come: 

From the following screen User need to select Funding Source from the Funding Sources combo after 
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3.2.3. For GOB Funding Source

As above User may can select require Funding Sources from Funding Sources combo and Proc. 
Method.   

 

3.3. Service Plan Entry/Edit
 

3.3.1. Create New Service Plan
To create a new service plan User need to go to the following screen:

 

3.3.2. Service Plan Entry/Edit
To edit an already created service plan user need to go to the following form:

Funding Source 

As above User may can select require Funding Sources from Funding Sources combo and Proc. 

Service Plan Entry/Edit 

Create New Service Plan 
er need to go to the following screen: 

Service Plan Entry/Edit 
created service plan user need to go to the following form: 

 

As above User may can select require Funding Sources from Funding Sources combo and Proc. 
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Press on plan items following window will come: 

 
 
Add New:  Press add new plan button to add new service. Following window will come: 

 
 
Fill the required fields and then publish the plan like Goods Plan.   
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3.3.3. Service Plan View 
The following window shows the Service Plan View which created by LDs. 

 
 

3.3.4. Service Plan Approval 
Same as Goods Procurement Plan Service Plan also need to Approval from Ministry. 
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CHAPTER-4: EXECUTING A PROCUREMENT 
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4.1. Bid Preparation and Invitation for

4.1.1. Preparing Bidding Documents (
The Tracker menu of SCMP web portal contains

 
User can view list by clicking on 
discussed in the following section. 

 

4.1.2. Package Creation 
User can create new package by clicking the check box on the group header. The window of new package 
entry is showing like below: 

 
Or user can create package for single item by right clicking on an item.
 

reparation and Invitation for Tender 

Preparing Bidding Documents (Packages) 
portal contains a list of sub-menu as follows: 

 
ing on the above sub-menus. The details description of each sub

 

 
User can create new package by clicking the check box on the group header. The window of new package 

Or user can create package for single item by right clicking on an item. 

 

The details description of each sub-menu has 

User can create new package by clicking the check box on the group header. The window of new package 
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Click on  button following window will come:

 
Fill required fields and press save button to save the package.
 

4.1.3. Package Entry/Edit
Select Tracker > Package Entry/Edit 

This form is used to create new package or view existing 

After clicking the   button, there shows a new form to entry the procurement package.

Following window will come:  

button following window will come: 

Fill required fields and press save button to save the package. 

ackage Entry/Edit 
Package Entry/Edit from package menu. 

This form is used to create new package or view existing package. 

button, there shows a new form to entry the procurement package.

 

 

 

button, there shows a new form to entry the procurement package. 
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After filling the fields press 

After Save the data, if user wants to back in list and want to say the edit form, the user can see it with the 
number of lot. 

Each Package has the following four parts
section. 

1. Package Status 
2. Package Item 
3. Contract, and 
4. Receipts 

  button for save. If user wants to reset press 

to back in list and want to say the edit form, the user can see it with the 

four parts to track the packages and details are describe in following Tracking 

 

 button. 

 

to back in list and want to say the edit form, the user can see it with the 

 

to track the packages and details are describe in following Tracking 
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4.1.4. Approval of Bid Document (Packages) by WB/DPs (Clearance/NOC) 
4.1.5. Bidding Documents Sent  
4.1.6. Action after Receiving NOC from WB/DPs 
4.1.7. Bid Evaluation Preparation and Advertisement (IFT) 
4.1.8. Pre-bid Meeting  
4.1.9. Sending Minutes of Pre-bid Meeting to WB/DP for NOC 
4.1.10. Action after NOC Received from WB/DP 
4.1.11. Bid Closing and Opening 
 

4.2. Bid Evaluation Process 
4.2.1. Primary Examination of Bids  
4.2.2. Role of TEC/TSC 
4.2.3. BER Preparation and Approval 
 

4.3. NOC/Approval Stage 
4.3.1. Send BER to WB (for Clearance/NOC) 
4.3.2. Action after Receiving NOC  
4.3.3. Prepare Purchase Summary (for MOHFW/CCGP) 
4.3.4. Action after Receipt of Approval 
 

4.4. Signing of Contract 
4.4.1. Issue of Notification of Award (NOA) 
4.4.2. Acceptance of NOA from Bidder 
4.4.3. Submission of Performance Security 
4.4.4. Contract Signing 
4.4.5. LC Opening 
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To follow-up of each Procurement 
Type of Methods as follows: 

 
Based on the Milestones setting "E
After passing each stage, responsible 
of a procurement package could be tracked which also reflected in the 
under "Tracker" menu. The following screen shows milestone

 

 

 

up of each Procurement Plan there is a set-up of milestones based on their Funding Sources and 

Expected Plan Date" automatically calculated and set against each stages. 
, responsible Desk need to put actual "Accomplishment Date

could be tracked which also reflected in the "Dashboard" by using color charts 
The following screen shows milestone-wise a Plan Package Status a glance.

 
 

up of milestones based on their Funding Sources and 

 

set against each stages. 
Accomplishment Date". This way each stage 

" by using color charts 
wise a Plan Package Status a glance. 
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Draft 3.0 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CHAPTER-5: TRACKING A PACKAGE/LOT 
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5.1. Using the Dashboard

5.1.1. Goods Packages Status at a Glance

 

5.1.2. Goods Packages Details View

the Dashboard 

5.1.1. Goods Packages Status at a Glance 

5.1.2. Goods Packages Details View 
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5.2. Setting Alerts 
 

5.2.1. Package Status 

 
 
Top combo box shows list of packages. User can select another package to update package details by clicking 
on the package. 
 
Left combo box shows the list of lot, user can select a lot from the combo box and put the date for the field. 
The date of milestone name: Bid opened is same for every lot in a package.  
 
The view list has four Tabs: 
 Package Status: Package status contains 9(Nine) Column: 

 Package Status No List: Package Status are listed by Package No. 

 Step Title: Shows the step title. 

 Original Planned Date: Shows the original plan date. 

 Planned Weeks: This column shows the planned weeks. 

 Expected Planned Date: Shows the expected  planned week. 
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 Accomplishment Date: This column contains the accomplishment date of the package. 

 Actual Weeks: Shows the actual weeks of package. 

 Is required:  contains check box for required. 

 Note: User can throw comments by using note.  
 

Accomplishment Date column is editable. User can put the date of accomplishment by clicking the row. 

 

Press right top  button to recalculate steps date. Please note, if recalculated then all 
Accomplishment Dates will be erased. 

5.2.2. Package Items 

 

Expand left side window to drag plan items and drop it in right side package item. 
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Open  to see LD list who request the plan item. 

Press on check box to select LD and press save button to save request quantity.

Or drug left side product and drop it on right side window.

 

After selecting Op name by select check box, press 
in second part: 

to see LD list who request the plan item.  

 

Press on check box to select LD and press save button to save request quantity. 

product and drop it on right side window. 

select check box, press button to save the data. Then data are shows 

 

 

button to save the data. Then data are shows 
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 Package Items: 
 Product Item List No: Product Item No is listed by Product No. 
 Product Name: Shows the name of product. 
 Unit: This column is to show the Unit of product. 
 Quantity: Shows the quantity of product items. 
 Total Price: It shows the total price of product. 
 Lot: Lot can be added by clicking the grid. 
 Delete: Products are deleted from this section. 

 Plan Items:  click on  to see the LD who request item following window will 
come: 

 Edit Specification:  Clink on  to edit the specification. 

 

User can edit request quantity and delete item. After edit quantity press “Save” to save edited quantity in 
package item. 
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Product can be split in multiple lots. To split a package product click on mouse right button and click on 

 button following window will come:  

 

 
User can edit specification and update specification. After edit specification, press “Update” to save edited 
specification in package item. 
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5.2.3. Contracts 
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Contract page has three parts: 

 Contract: It contains 6 (Nine) columns: 
 Contract #: Shows the name of Contract. 
 Contract Date: This column is to show the date of contract. 
 Supplier/Vendor: Shows the name of supplier or vendor. 
 Earliest Receive Date: This column shows the lot. 
 Latest Receive Date:  It shows the total amount of the contract. 
 Edit/Delete: Contracts are deleted from this section. 

Press   to enter a contract. After pressing the “Add New” button following window will come: 

 

Fill required fields and press “Save” button to save contract. 

 

Note: While selecting the Bidder Name, if you not find your  desire supplier’s name in the “Bidder Name” 
combo then you need to enter the supplier name first in the Suppliers Register under Administrator menu 
Administrator>Bidders.  

 

Expand right side window by clicking the  Left Double Arrow mark button to enter Contract Items. 
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Click on Check box in the group header and press “Save” button of the Drag and Drop Contract Item block to 
save contract items. 

 

After clicking “Save” button the dragged Contract items will be shown in the lower part of the Contract 
“Contract Item” block: 

 

Currency field is editable; user can change the currency and can select the multiple currencies for one 
contract in different product items. 
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Here user can edit items quantity, unit price currency. Delete right top  button to 
delete contract items and “Save” button to save last rows edited information. 

5.2.4. Goods Package Summary 
From the following Form user can see the all package information at a glance:  

 
 

5.2.5. Goods Contract Register  
View 1: 
Package lot wise total contract view:  
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View 2: 
Supplier wise total contract view:  

 
 

View 3: 
Agency wise total contract view:  

 
 
 
View 4: 
LD wise total contract view:  
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5.3. Shipment/Delivery 

5.3.1. Receipts  

 

Contract with items are shown in left side window. Select a row from Contract with Contract Item then press  

 to add new Receive Date and Receive Quantity.  
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If the received products are under pending for inspection then pending inspection will checked. 

5.3.2. Goods Package Receive 
This report is used to monitor Package receive status. 

 

5.3.3. Goods Receive Compliance 
This report is used to monitor shipment status of Package receive from Supplier. 
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5.3.4. Goods Lead Time Analysis 
 This report is used to analyze lead times to procure package. 
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5.4. Goods Package View 
Press the Package View menu to see the packages -  

 

This form is used to create, edit and delete and shows the details of Procurement plan. This Form contains 
10(Ten) columns–   

 Package No List: Packages are listed by Package No. 

 Package Number: Shows the package number. 

 Package Name: Shows name of the Package. 

 Method: This column shows the Method. 

 Source: Shows the source of package. 

 Start Date: This column contains the starting date of the package. 

 Estimated Cost: Shows the cost of package. 

 Curr:  Currency of estimated cost. 

 Edit/Delete: Packages are updated and deleted from this section. 

 Details View:  Showing the details. 

  

Press  to see package details. 

It contains the search field. 
 

 Search Field: In this section User can search package by alphabet. The form is shown like this: 
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User can also filter by selecting agency, year, source, and desk:  

 
 

5.5. Goods Procurement Steps 
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5.6. Service Package Entry/Edit 
 

 5.6.1. Create New Package Entry 

 
 
After give input all mandatory fields user need to save first by pressing “Update” or press “Reset” for undo 
the contents. 

 
 

5.6.2. Package Status 
After Pressing Next button the following window will come: 
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5.6.3. Package Detail 

 
 

5.6.4. Contract 
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5.7. Service Procurement Steps View
The following window shows the Service 

 

 

 

5.8. Suppliers Entry

5.8.1. Suppliers List 
The following window shows the Suppliers Add/Edit screen:

5.7. Service Procurement Steps View 
The following window shows the Service Procurement Steps view screen: 

5.8. Suppliers Entry 

The following window shows the Suppliers Add/Edit screen: 

 



Draft 3.0 

5.8.2. Add New Suppliers

5.8.2. Edit Suppliers Name

 

5.8.2. Add New Suppliers 

5.8.2. Edit Suppliers Name 
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CHAPTER-6: GENERATING REPORTS 

(Mention reports that can be printed) 
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The Reports menu have the following sub menu:

The following section describe details of each reports. 

6.1. Goods Package View

 

The Reports menu have the following sub menu: 

 

The following section describe details of each reports.  

.1. Goods Package View 
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6.2. Goods Package Summary

 

6.3 Goods Contract Register
 

6.3.1. Package Wise Contract 

6.2. Goods Package Summary 

6.3 Goods Contract Register 

6.3.1. Package Wise Contract Summary 
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6.3.2. Suppliers wise Contract Summary

 

6.3.3. Agency Wise Contract Summary

6.3.2. Suppliers wise Contract Summary 

6.3.3. Agency Wise Contract Summary 
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6.3.4. Contract vs Remaining Budget

 

6.4. Goods Package Receive Status

6.3.4. Contract vs Remaining Budget 

6.4. Goods Package Receive Status 
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6.5. Goods Receive Compliance Report6.5. Goods Receive Compliance Report 
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6.6. Goods Lead Time Analysis

6.7. Service Package

6.6. Goods Lead Time Analysis 

6.7. Service Package View 
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6.8. Service Contract Register

6.8.1. Package Wise Contract Summary

6.8.2. Suppliers wise Contract Summary

6.8.3. Contract vs Remaining Budget

6.8. Service Contract Register 

Package Wise Contract Summary 

Suppliers wise Contract Summary 

Contract vs Remaining Budget 
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6.9. Service Lead Time Analysis

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6.9. Service Lead Time Analysis 
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CHAPTER-7: PRINTING  

(Mention items that can be printed) 
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In the SCMP all report output can be Print, export to Excel and convert to PDF by using 
used. User might click the following icon and find various output reports which describe in the following 
section. 

7.1. Catalog Menu Reports

7.1.1. Product Group View
Catalog>Product Reports>Group View

 

7.1.2. Product List View 

Catalog>Product Reports>List View

7.2. Plan Menu Reports

7.2.1. Budget View 
Plan>Budget View 

In the SCMP all report output can be Print, export to Excel and convert to PDF by using 
used. User might click the following icon and find various output reports which describe in the following 

Menu Reports 

Product Group View 
Catalog>Product Reports>Group View 

 

Catalog>Product Reports>List View 

7.2. Plan Menu Reports 

In the SCMP all report output can be Print, export to Excel and convert to PDF by using  icons are 
used. User might click the following icon and find various output reports which describe in the following 
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7.2.2. Goods Plan View 
Plan>Goods Plan Entry/Edit>View/Edit Existing Plan 

 

7.2.3. Goods Plan View 
Plan>Goods Plan View 
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7.2.4. Goods Plan Consolidation 
Plan>Goods Plan Consolidation 

 

7.2.5. Service Plan View 
Plan> Service Plan View 

 

7.2.6. Service Plan View Details 
Plan> Service Plan Entry/Edit/ Details 

Press right top “Print” button to print a Plan items. 
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7.3. Reports Menu 
 

7.3.1. Goods Package View

 

 

1. Goods Package View 
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7.3.2. Goods Package Summary 

 

 

7.3.3. Goods Contract Register 
 

7.3.3.1. Package Wise Contract Summary 
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7.3.3.2. Suppliers wise Contract Summary 

 

7.3.3.3. Agency Wise Contract Summary 

 

7.3.3.4. Contract vs Remaining Budget 
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7.3.4. Goods Package Receive Status 

 

7.3.5. Goods Receive Compliance Report 
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7.3.6. Goods Lead Time Analysis 

 

7.3.7. Service Package View 

 

7.3.8. Service Contract Register 

7.3.8.1. Package Wise Contract Summary 

 

7.3.8.2. Suppliers wise Contract Summary 
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7.3.8.3. Contract vs Remaining Budget 

 

7.3.9. Service Lead Time Analysis 
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CHAPTER-8: USER CONTROLS AND VIEWS  
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8.1. LDs View 

8.1.1. LD view 
The following screen shows the list of Line Directors who are the central plan users
procurement plan.  

Each user has individual access permission to use the SCMP portal. The following screen show the Menu list 
what a LD user can have access to enter and view procurement plan and others reports. 

Catalog menu 

Catalog menu has the following sub

a) Product Request 

b) Product Group View 

ist of Line Directors who are the central plan users to prepare their yearly 

 

Each user has individual access permission to use the SCMP portal. The following screen show the Menu list 
have access to enter and view procurement plan and others reports. 

following sub-menu: 

 

 

to prepare their yearly 

Each user has individual access permission to use the SCMP portal. The following screen show the Menu list 
have access to enter and view procurement plan and others reports.  
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c) Product List 

d) Product Details 
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Plan menu 

Plan menu has the following sub-menu:

 

a) Budget 

b) Goods Plan Entry/Edit 

 
c) Budget View 

 

menu: 
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d) Goods Plan View 
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e) Goods Plan Consolidation Entrye) Goods Plan Consolidation Entry 
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f) Goods Plan Consolidation View

g) Service Plan Entry/Edit 

f) Goods Plan Consolidation View 
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h) Service Plan View 

Tracker menu 

 

a) Dashboard 
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b) Goods Package Entry/Edit 
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c) Goods Procurement Steps View

d) Service Package Entry/Edit 

e) Service Procurement Steps View

c) Goods Procurement Steps View 

e) Service Procurement Steps View 
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8.2. Agency View 

8.2.1. Agency view 
List of procurement agencies under MOHFW.List of procurement agencies under MOHFW. 
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8.3. Procuring Entity View 

8.3.1. Procurement Entity view 
List of procurement entities under different agencies. 

 

 

8.4. Data View 
The Plan menu of mohfwscmp website contains a list of sub-menu as follows: 
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8.4.1. Unit of Measurement view 
List of units of measurement to be used during product entry in catalog 

 
 

8.4.2. Funding Source view 
List of possible funding sources under MOHFW. 
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8.4.3. Year view 
List of financial years and end date of the financial year. 

 

8.4.4. Cost Head View 
List of budget cost heads. Fixed list. 

 

8.4.5. Dose Form view 
List of dosage form for drugs from WHO. 
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8.4.6. Route of Admin view 
List of different route of administration for drugs from WHO. 

 

8.4.7. Who Status view 
List of WHO status of drugs from WHO. 

 

8.4.8. Suppliers view 
List of suppliers. 
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8.4.9. Goods Procurement Type 
List of different procurement types possible under MOHFW. 

 

8.4.10. Currency View 
List of currencies and their current conversion rate.  

 

8.4.11. Goods Method View 
List of procurement methods used during planning. 
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8.4.12. Service Method View 
List of procurement methods used during planning. 

 
 

8.4.13. Service Procurement Type 
List of different procurement types possible under MOHFW. 
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CHAPTER-9: ADMINISTRATION 
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9.1. Request Product

9.1.1. Request Product Entry
Select Catalog > Request Product from Catalog menu.

This form is used to create, edit and delete Unit of Measurement. This Form contains 12(Twelve) columns

 Product No List: Products are listed group by Product No.

 Submission Date: Submission Date is for date o

 Requested By: This field is mandatory.

 Product code:. To enter a new product this field is mandatory.

 Product Name: This field is mandatory.

 Price: Price for the product.

 UOM: Each product has Unit of Measurement.

 E-mail: E-mail is a mandatory field.

 Processed: Duration of the process.

 Processed Date:  Shows the date of processed completed.

 Edit/Delete: Units are updated and deleted from this section.

 Details View:  Showing the details.
 
The Request Product form is shown in below:

 

It also contains a search filed 
 

 Search Field: In this section user can search requested product  by writing alphabet. The form is shown 
like this: 

Enter a new Unit 

Press   button from the command button block. 

 Item Entry/Update Form:
 

 Submission Date: Enter a new Submission Date.

 Requested By: Enter a new Requested By.

 E-mail: Enter an E-mail address.

 Product code:. To enter a new product code.

 Product Name: The name of the new produc

 Price: New Price for the product.

9.1. Request Product 

Entry 
from Catalog menu. 

This form is used to create, edit and delete Unit of Measurement. This Form contains 12(Twelve) columns

Products are listed group by Product No. 

Submission Date is for date of submit the request. 

This field is mandatory. 

. To enter a new product this field is mandatory. 

This field is mandatory. 

Price for the product. 

Each product has Unit of Measurement. 

mandatory field. 

Duration of the process. 

Shows the date of processed completed. 

Units are updated and deleted from this section. 

Showing the details. 

The Request Product form is shown in below: 

In this section user can search requested product  by writing alphabet. The form is shown 

button from the command button block.  

Item Entry/Update Form:  To enter a new Item following field is required: 

Enter a new Submission Date. 

Enter a new Requested By. 

mail address. 

. To enter a new product code. 

The name of the new product. 

New Price for the product. 

This form is used to create, edit and delete Unit of Measurement. This Form contains 12(Twelve) columns–   

 

In this section user can search requested product  by writing alphabet. The form is shown 

 

To enter a new Item following field is required:  
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 UOM: Select the UOM from the combo box.

 Description: Enter the description is not mandatory.

 

After filling the fields press 
newly entered name will be shown in the list:

For cancel the creating Requesting Product List 

For update the list, press  edit button and an update form will be shown like this:

 

For update press   button then the updated name will be shown in the list as follows:
 

Select the UOM from the combo box. 

Enter the description is not mandatory. 

  button for save the entry. After pressing the 
newly entered name will be shown in the list: 

Requesting Product List press  button and go to the earlier list.

edit button and an update form will be shown like this:

button then the updated name will be shown in the list as follows:

 

After pressing the  button the 

 

button and go to the earlier list. 

edit button and an update form will be shown like this: 

 

button then the updated name will be shown in the list as follows: 
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For delete press  button then a massage box will be shown on the screen like this:

 

After pressing the data would be deleted from the list.

For showing the details of the list, press  
below: 

 

9.1.2. Request Product Approval
Select Catalog > Catalog from Catalog menu.

This form is used to show the product list and the details of the p

 All Groups: All Groups are listed in item group tree.

 Product List: Product list shows the product of a group.

 Detail View: Details views the list of products.
 

button then a massage box will be shown on the screen like this:

the data would be deleted from the list. 

For showing the details of the list, press   .after pressing  button, the details will be shown like 

 

Request Product Approval 
from Catalog menu. 

This form is used to show the product list and the details of the product. This Form contains 3(Three) parts

All Groups are listed in item group tree. 

Product list shows the product of a group. 

Details views the list of products. 

 

button then a massage box will be shown on the screen like this: 

button, the details will be shown like 

roduct. This Form contains 3(Three) parts–   
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9.2. Product Group Entry 

Select Catalog > Product Group Entry from Catalog menu. The product entry form is displayed. 

Select Catalog > Product Group Entry from Catalog menu.   

This form is used to create, edit and delete Item Group. This Form contains 2(Two) parts–   

 Product Groups: Product Groups are listed in item group tree. 

 Product Group Entry Form : Product Groups Entry Form are entered in this field and stored in 
Product groups’ tree. The Product Group form is shown in below: 

 

Enter a new Product Group: 
To enter a new product group right clicks on the product Groups which is on left side of the form. Then a 
menu will appeared like this: 

 

 
Product Group Entry Form:  To enter a new group click on the Add New Group from the menu following field 
is required to fill-up: 

 
 
Group Name: To enter a new Group this field is mandatory. The form will look like this: 
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After filling the fields press 

 

After pressing the  button a massage box will be appeared like this:

 

For save the form press 

 
 
For update the Group Name clicks on 

For update press   button then a massage box will be appeared and to update press 

button and the form will be updated and to cancel update press 
 
 

  button for save then a massage box will be shown on the screen:

button a massage box will be appeared like this: 

 then the form will be shown like this: 

For update the Group Name clicks on the group name which will be updated. 

button then a massage box will be appeared and to update press 

e updated and to cancel update press  button. 

 

button for save then a massage box will be shown on the screen: 

 

 

button then a massage box will be appeared and to update press  
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For delete right click on Group Name and select Remove Group from the menu. To delete group name press 

remove group then the massage box will be appeared. To delete press 

will be done accordingly or if the user do not want to delete press 

9.3. Product Entry 

 Enter a new product: Press 
window will come :  

 To enter a new product following fields are required: 

For delete right click on Group Name and select Remove Group from the menu. To delete group name press 

then the massage box will be appeared. To delete press  button and the deletion 

will be done accordingly or if the user do not want to delete press  for this action.

  button from the command buttons block. Following 

following fields are required:  

For delete right click on Group Name and select Remove Group from the menu. To delete group name press 

button and the deletion 

for this action. 

button from the command buttons block. Following 
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 Product Code: To enter a new product this field is mandatory. 

 Product Name: This field is mandatory. 

 UOM: This field is mandatory. 

 Price: This field is not mandatory. 

 International Price: This field is not mandatory. 

 HS Code: This field is not mandatory. 

 Description: This field is required but not mandatory. 

 
 

 Group: To enter a new product this field is mandatory. To select group from the left side tree click on the 
checkbox and right side will show selected group. 

 
 

 Specification and image: To enter a new product this field is essential but not mandatory.  

 

To upload an image press on  of right side. 
 

To save new product click on   button. 
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To enter new product click on 
button. 

 

For update the product press 

 

For update press   button then a massage box appeared and If press 

massage box will be shown. After pressing 
 
If user wants to add strength to the 

red marked fields are mandatory they must be filled. After filling the fields press 

massage box will be appeared. If user want to save press 

user wants to reset press 
 

User can update strength by pressing 

update press  button. After 
strength will be shown. 
 

 

 and to view entered product click on 

 edit button.  

button then a massage box appeared and If press 

massage box will be shown. After pressing  button the form will be changed accordingly.

ength to the product then click on strength tab and a form will be appeared. All the 

red marked fields are mandatory they must be filled. After filling the fields press 

If user want to save press  button and the form will be saved. 

 button the form will be backed to its previous stage.

User can update strength by pressing  button. After pressing a massage box will be appeared. 

After updating the strength click on show strength check box and updated 

and to view entered product click on  

 

 

 button another 

button the form will be changed accordingly. 

then click on strength tab and a form will be appeared. All the 

red marked fields are mandatory they must be filled. After filling the fields press  button a 

button and the form will be saved. If 

button the form will be backed to its previous stage. 

button. After pressing a massage box will be appeared. For 

updating the strength click on show strength check box and updated 
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For delete press  button then a massage box will be shown. To delete Item press 
another massage box will be appeared and the page will be displayed.
 

9.4. Unit of Measurement
The units of measurements are used during new product entry in catalog. You can Add/Edit/Delete units 
from this entry form.  

Add New button t top left corner is used for new unit of measurement entry.

The Pencil button is used for editing the name of any unit.

The red Cross button is used for removing any unit from database.  

 

9.5. Funding Source
List of possible funding sources under MOHFW. 

 

9.6. Year 
List of financial years of Bangladesh. 

button then a massage box will be shown. To delete Item press 
another massage box will be appeared and the page will be displayed. 

Unit of Measurement 
The units of measurements are used during new product entry in catalog. You can Add/Edit/Delete units 

Add New button t top left corner is used for new unit of measurement entry. 

ng the name of any unit. 

The red Cross button is used for removing any unit from database.   

Funding Source 
List of possible funding sources under MOHFW.  

List of financial years of Bangladesh.  As each year comes, have to add one more year in this list. 

button then a massage box will be shown. To delete Item press   then 

The units of measurements are used during new product entry in catalog. You can Add/Edit/Delete units 

 

 

year in this list.  
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9.7. Indentor 
List of 32 Line Directors. The User ID/P

9.8. Agency 
List of Agencies are shown in the following screen:

 

 

List of 32 Line Directors. The User ID/PW of each Line Director is linked at the back-end at Joomla.

List of Agencies are shown in the following screen: 

 

end at Joomla. 
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9.9. Procurement Entity 
List of procuring entities under MOHFW. 

 
 

9.10. Cost Head 
List of budget cost heads.  

 
 

9.11. Dose Form 
List of possible dosage forms for drugs. 
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9.12. Route of Admin 
List of Route of Admin from WHO. 

 
 

9.13. WHO Status 
List of WHO Status of different drugs from WHO. 

 
 

9.14. Bidders 
List of bidders or suppliers. 
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9.15. Procurement Type 
List of different procurement types under MOHFW. 

 

9.16. Currency 
List of different currencies & conversion rate. 

 

9.17. Method 
List of procurement methods used during procurement planning. 
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9.18. Procurement Level 
Different levels where procurement occurs under MOHFW. Currently the system only allows Central 
procurement. 

 

9.19. Approving Authority 
List of plan approving authority. 

 

9.20. Department 
List of procurement desks under agencies. 
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9.21. Audit Log 
Data entry/update audit log. 

9.22. User Authentication
Correlation of users with different procurement desks.

  

. User Authentication 
Correlation of users with different procurement desks. 
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CHAPTER-10: ONLINE HELP AND SUPPORT 
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10.1. Accessing User Guide 
 

 

 

 

10.2. Help Files 
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GLOSSARY  

(Of terms used in the guide) 


