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This section will illustrate the step-by- step walkthrough of the eGP System from initiation trough exit.
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The logical arrangement of the information shall enable the Supplier user to fully understand the flow

and functionality of the eGP System.

SUPPLIER REGISTRATION

eGP System URL: https://egp.praz.org.zw/

1. Menus in Landing Page

@ eGP System HOME ABOUT v RESOURCES v MODULES BULLETINBOARD PUBLICREPORTS LOGIN  SIGNUP

Welcome to the electronic Government Procurement
(eGP) System'of Zimbabwe
. o -

The eGP System is a secure web-based application managed by'the Procurement Regulatory Authority
of Zimbabwe (PRAZ). It enables all 5ublic entities and biddersto conduct procurement activities
electronically. The eGP System enhances competition, transparency, efficiency and integrity in public
procurement in Zimbabwe. It also facilitates faster decision-making by PRAZ and reduces the cost of

precurementiproceSses. #

— & ANNOUNCEMENT ¢——

The Procurement Regulatory Authority Zimbabwe (PRAZ) in a bid to enhance transparency, efficiency, accountability as well
as to promote cost effectiveness in public procurement, is implementing the electronic Government Procurement (eGP)
System for the Republic of Zimbabwe. The System is being launched by His Excellency, The President of Zimbabwe, Cde Dr.
E.D. Mnangagwa to start the pilot run with a selected number of Procuring Entities (PEs).

The following are the Menus in the landing page:

Home — the page after selecting the URL
About

Resources

Modules

Bulletin Board

Public Reports

Login

Signup
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https://egp.praz.org.zw/

i) User ID creation
Step 1: Open Landing Page and Click on “Signup”

@ eGP system HOME ABOUT v RESOURCES v MODULES BULLETINBOARD PUBLIC REPORTS LOGIN  SIGN UP

Welcome to the electronic Government Procurement
(eGP) System'of Zimbabwe

! " . v
The eGP System is a secure web-based application managed by'the Procurement Regulatory Authority
of Zimbabwe (PRAZ). It énables all public entities and biddersjto conduct procurement activities
electronically. The eGP System enhances competition, transparency, efficiency and integrity in public
procurement in Zimbabwe. It also facilitates faster decision-making by PRAZ and reduces the cost of
precurementfproceSses. #

—& ANNOUNCEMENT ¢——

The Procurement Regulatory Authority Zimbabwe (PRAZ) in a bid to enhance transparency, efficiency, accountability as well
as to promote cost effectiveness in public procurement, is implementing the electronic Government Procurement (eGP)
System for the Republic of Zimbabwe. The System is being launched by His Excellency, The President of Zimbabwe, Cde Dr.
E.D. Mnangagwa to start the pilot run with a selected number of Procuring Entities (PEs).

Step 3: The System responds with the Supplier Registration form.

Electronic Government Procurement System of Zimbabwe

4 SUPPLIER REGISTRATIOM FORM @

Email Address:" Pazaweard Confirs Paziwared
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b - ! T Pasvwon] o il B blindry 14
virs ot sl | Adpatest, 1 Humibes an
ermitied ipeial charsciers sre

HInE Qs stinn = Hink Angwer *

el Quest »

Primary Contact

Titks =*

.
Fird Mams .~ M Name ; Lavl Mamse -
G Paaition

[ iirnims | o

Fill in the Email Address which will be username for login. The email address should be unique.

Then fill in the password and then confirm password.
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Choose the security question as desired and answer the question of choice. (User should remember
Answer to this security question, as it will be asked during the reset of password)

Fill in the primary contact details who will be worked as coordinator of that organization and maintain
the users too.

Step 4: Select “Send OTP to Email” to get the One Time Password for this registration and for the
system to verify that the email provided is valid.

System will pop up a message The OTP has been sent To your Email Successfully. Select OK to close
the pop up. Enter the code that has been sent to the email provided. OTP is valid for 5 minutes only.

Step 5: Fill the OTP. If correct system will prompt a message “OTP Verified successfully”. The supplier
will be taken to Login Page. The user created will become supplier coordinator for the supplier
organization.

@ eGP system HOME  ABOUT  RESOURCES MODULES  BULLETINBOARD  PUBLICREPORTS  LOGIN  SIGNUP @ Date: 28-Dec-2023 10:32:37 AM

Electronic Government Procurement System of Zimbabwe

Login Instructions

Select Login As : Select the user type from drop down.

Password : Provide the Password in entry box
Log In: After providing "User Name' and 'Passward' click the ‘Login
button. You can also press the ‘enter’ button of your keyboard.
Forgot Password: If you have forgot your account password. click
the button 'Forgot Password" and follow the instructions to reset

your password.

LOGIN FORGOT PASSWORD?

ii) System Log-in for Supplier Users

Step 1: In first box of drop-down field, choose Log in type. Select Login as Supplier.

Step 2: In second box type your email ID that you used during registration (e.g userid@emaildomain.com)
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Step 3: In third box, type the password that created during registration.

User needs to select Login type

Select Login as

User needs to enter their Username

User needs to enter their password

FORGOT PASSWORD?

Step 4: Successful login will route the system to Supplier Organization Profile form of the user on the eGP System.
Fill the details Correctly including Organization Name and PRAZ registration number (If
registered earlier on previous PRAZ Portal).
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Step 16: Click Save & Continue. The System redirects the user to the step 2 of Supplier registration
with Director’s Details and Shareholding Details need to be filled.

Supplier Organization Profile

Step1of3 ||/ Step2of3

Director's Details

/Add Director(s)

SrNo. First Name Middle Name Last Name Gender National ID Number Uploaded National ID(.pdf) Action

No Records Found

Shareholding Details

Add Shareholding Information

Uploaded
National
Sr.No. First Name Middle Name Last Name Share Percentage Nationality National ID Number 10(.paf) Action

No Records Found

Continue to Next step

Step 17: Click Add Director(s). The System will pop up a menu where organization directors details
need to be filled. Once completed, click on “Save” to to save the data.
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Add Director R

Title == | Kirs w

First Name :° I Sibs

Middle Hame :

Last Name :* | Sibz
Gender | Female -l
National ID Mumber -- I IEATEOGE9S

Upload National 1D : = Choose File |

Please upload National 1D i . pdf formal

Doc pdf X
e

Respond the confirmation as “Yes” and then press “OK”.

Director

Are you sure want to Add Director?

i

Successful

Director details saved successfully.

In the same way add sharholding information(If any) by clicking “Add Shareholding Information(s)”.

Step 18: Click Continue to Next step. The System moves to the last step on Organization profile. The
Supplier has to provide supporting documents in respnse to the organization type selected and also
Declaration for data authencity.

eGP System G Date 28Dec 2023 125169PM [\ . Sibs Sabs »@

Supplier Organization Profile

Step 10f 3 Step20of3 | Step3of 3

Upload Supporting Document(s)For Individual Consultant

Supporting Document(s) Uploaded Document(s)
Membership documents® Upload

Profile Upload

o Upload

I hereby certify that the infermation contained herein are true and accurate

Click “Save & Complete” to complete the profile update.
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iii) Apply For a Category

Step 1: To apply for Category the Supplier has to Go to “Category Application” menu from main Menu
and then “ Apply Catgory” sub menu.

Then Click Select Category availablemon the right corner.

Category Application
Apply Cra-itegory Peﬁ;ﬁ-\ ng Apprrgvsd App! r}:‘ved
Category Category Application

[ e R -. E R

i [ [-] =m0

Crimgey Cmin e ]

Step 2: To apply for a category click on Select Category. The System responds with the form with the
list of categories for the supplier to select.

Select Category

Baprt sliom Toar faparrt By Sactoes Mare baarch By Cotmgery Gode

BN Sactar Hame Crimgory Coda  Jaciian Lrion

=1 eE

Step 3: Select the Category(s) to be applied by clicking the check box then click on “Save”.
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[ T barh By o Mo Boarah By Sanegery Codle

e Sactar Hame Crimgory Code  Jacfion Aobon

Click yes to confirm the selection for the selected categories. Then Click “OK” to close the dialog box.

Category

Are you sure you want 1o Add the Category?

Step 4: The system also show the payment modes that can be used by the Supplier to pay for a
Category.

[a]- [ oo | 1

Registration
srNo. Year Section Name Category Code Section Select Payment Options Action

Networking SC005 GOODS
ral Office Select Payment Mode Remove

¢ SC009 GO0 Select Payment Mode
2024 Ervronmenal impac Asese  SEW2 500DS Select Payment Mode
Services

Net Amount To Be Paid : USS$ 0.00

Click on “Select Payment Mode” to select the payment options. Click the check box as required and
click on “Save”.
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Select Payment Options { _l)‘ -.

Current Quarter: 1

Applied For Amount Select

For Year US%E 120,00 |Selact
First Quarter (Jan, Feb & March) US55 30.00 ISelact
Second Quarter (Apr, May, June) US55 30,00 Select
Third Quarter [July, Aug, Sept) USS 30.00 |Select
Fourth Quarter [Oct, Nov, Dec) US% 30.00 Select

e Me= ]

Step 5: The Supplier choses Applied For Year. Click Save button. The System responds with a message

“Do you want to save the Payment Option?” Click Yes to confirm the selection and then Click “OK”.

Category Payment

Do you want to save the Payment Option?

Successful

Payment Option Saved Successfully.

Step 6: The system responds with category list page with the amounts to be paid for the category by
supplier and proceed for checkout.

1 =30
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Click Proceed for Checkout. The System responds with a message “Do you want to proceed to
checkout?”
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Category

Do you want to proceed to checkout?

Step 7: If yes click YES and the system redirect to the page with selected categories where the supplier

has to select the currency type, Disclaimer and then proceed for payment.

Selected Category
Srio. Registration Year  Section Name Category Code Saction Payment Amount
2024 Computers, Printers & Nenworking Instaiations and General Office Equipment Maintenance  SC005 GOODS Year 2024 US$ 12000
2 2024 5008 GO0DS Jan, Feb & March USS 30 00
Net Amount To Be Paid : USS 150.00
Currency Type: Disclaimer
| am canfinming the selected categories are in line with my business requirement | alsa accept that categories will nat allow to change after the payment

Proceed for Payment

Step 8: Select Currency Type and tick on a Disclaimer.

Selected Category
sr.No. Registration Year  Section Name Category Code Section Payment Amount
2024 Computers, Printers & Networking Installations and General Office Equipment Maintenance SCo05 GOODS Year 2024 Uss 120.00
& Repair Senvices
2024 Courier & Removal Services SC008 GoODS Jan, Feb & March Uss 30.00

Currency Type: Disclaimer

UsD

Proceed for Payment

| am confirming the selected categories are in line with my business requirement | also accept that categories wil

Net Amount To Be Paid : USS 150.00

il not allow to change after the payment

Step 9: Click Proceed for Payment. The system responds with a message “Do you want to proceed for

payment”.

Category Payment

Do you want to proceed for Payment?

Step 10: If yes click YES and the system responds with the Invoice showing the description of payment.
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Sappler Catagory Imvoice Papment n

NONREFUNDABLE REFUNDABLE NONREFUNDABLE REFUNDABLE

usso usso ZWLO ZWL O

@ INVOICE [ v o eyt |

Procurement Regatatory Authaaty of Zimbabwe Yo

Desirption ol Pepment

Tow A
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Step 11: For Payment Click Proceed for Payment. The system responds with a message “Do you want
to proceed for Payment?”

Category Payment

De you want to preceed for Payment ?

(el

Step 12: If yes click YES and the System responds with options for either Online Payment or Offline

payments.

Total Us% 150.00

Proceed With Online Payment

Print Invoice and Proceed With Bank Transaction
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Step 13: Click Print Invoice and Proceed With Bank Transaction and the System responds with the
form for the Supplier to fill in the Bank Reference Number, Upload Document Name and Upload
Document.

Total : Us$ 150.00

Bank Reference Number ; | 123456

Check Reference Number With Bank Transaction

Bank Reference | 123456
Number” :

Upload Document | 'St Doc
MName* :

Choose File
test Doc.pdf

Upload Document and send for Payment Approval

Step 14: Click Upload Document and send for Payment Approval. The System respond with a message
“ Are you sure to Upload Document and send for Payment Approval ?

Upload Document™ :

Category Invoice Payment

Are you sure to Upload Document and send for Payment Approval ?

=0

Step 15: Click YES for submission.

After successful submission of your application PRAZ will verify payment (in
case of bank payments) and review your business profile within 48 hours.

eGP System notify you in case of any clarification may be required on your
application. You will require to login into eGP System and view the required
clarification and submit the response.
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Step 15: Certificate View and Download

Step 1: Click on main “Menu” and then “Organization” menu. Below sub menus will be populated.

Supplier Sub Menu

Su[‘;‘pher Vléw Upciats Sut:‘-‘LJser Sub;:ller
Debarment Orgamization Organization Management Certificate
Profile Profile

Step 2: Click on select to “View & Download Certificate” available under action

Category List Back

! .

Sabzero Private Limited Arms and Ammuniticn GADO2 31-Dec-2024 Active

Select ~
Sabzera Private Limited Audit Services Extemal SAG04 30-Sep-2024 Active

Select ~
Sabzero Private Limited Food 2001 31-Dec-2024 Active

Select ~
Sabzero Private Limited Asms and Ammunition GAOO2 01-Jan-1670 Active

Select ~
Sabzero Private Limited Audit Services External SAQ04 01-Jan-1970 Active

Select »
Sabzeso Private Limited Food 2001 01-Jan-1470 Active

o : ) o :

Sabzero Private Limited Custodial Services (archiving & related services) SC009 31-Dec-2024 Active Select

View And Download Certificate

Step 3: Click View and Download Certificate.

PRAZ Reglstrntlon Certificats

024

by e Sabirers Frivets | lmne PR W11 R o

Step 7: To download certificate. Click Download Certificate. The system will download the certificate
the supplier can find it in downloads.
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