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E-GP HOME
PAGE

Access the electronic government procurement portal from
the link: https://egpuganda.go.ug to access the general home
page. This Home page displays the published procurement
and disposal plans, most recent bid notices, best evaluated
bidder notices, contracts awarded, approved supplier list, and
login links to both suppliers and users of a Procuring and Dis-

posing Entity (PDE).



TO REGISTER AS A SUPPLIER

(a) - Enter your full name and a valid email address, g

(b - select a security question and provide a security answer to it,
(c) - enter your secret password
(d) - clickthe o ~i<r] button.

Click the [Regicier o Supplier] button to open the user account creation
page. The process of first-time registration requires one to create a user
account on the portal prior to Registration of a company

You should receive a
verification link sent to
your registered email
address. Your account
will not be verified
unless you click the link
to verify your email ad-
dress. Sign into your
email account to access
the verification email.
Open the email and
click the [Verify Email
Address]button.

In case you fail to trace
the verification email in your
inbox folder, check in the spam
folder of your email accountand
move the email to your inbox to
access the content.

Once your email address is verified, you will be redirected to your account
and prompted to begin the registration of your Company or individual Provider




[Click here to request
another]

Al /

_— L




SUPPLIER ACCOUNT

MANAGEMENT

PROFILE MANAGEMENT

In order to edit your user account details, click on [My Profile]
tab. You will be able to view your current profile information.
Proceed to click on [Edit User Details] and you will be able to
make changes to your account profile. This includes: Name,
Email Address, TIN and National ID information as well as

your login Password.




ACCOUNT ACCESS

To login to account, click on [Supplier Login] from the e-GP Home page
shown below.

Enter your Email Address
and correct password and
click [Login]

If an incorrect Email or
Password is Entered, you
will not be granted access
to your account. Otherwise,
you will be informed that
either the Email Address or
Password was incorrect.
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PASSWORD MANAGEMENT

Your password is very im-
portant and must not be
shared by any other indi-
vidual. Incase you have
forgotten your password,
click on [Supplier Login]
from the e-GP Home page
and click on [Forgot Your
Password?].

Reset Link. Login to Email and locate the message

a Enter your Email Address and click Send Password
from the e-GP prompting you to Reset your password.

Once you click on Reset Password, you will be
redirected to the e-GP reset password page.
Proceed to enter the new Password, confirm
the new password and click [Reset Password].
You will automatically be redirected to your

account.




SUPPLIER
Q REGISTRATION STEPS

To register your Company/Firm, ensure that you have an active ac-
count on the system. Login with your correct Email Address and Pass-
word and click on the banner message with the button labeled [Register
Company/Provider].

To register a local company, select the registration type as Company/
Organization ensure that the selected country of incorporation/registra-
tion is Uganda. Enter the business registration number of your company
e.g., 80020001097790, and click the [Validate] button. The Business
name and date of incorporation will be auto populated from URSB once
the validation is successful. Enter the company Tax Identification
Number (TIN) and click the [Validate] button to retrieve your company
details from URA. The URA/Tax registration name and other fields will
be auto populated once the validation is successful.

Enter Business Number
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If the Business Registration Number and TIN are both valid, Click the [Next]
button to proceed to the following step. In case your validated details differ,
you will see a notice on the cause of the mismatching information between
the URSB returned details and the URA returned details that you can correct.

-
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DOCUMENT UPLOAD
FOR LOCAL COMPANIES

The required mandatory document for all local
companies is a valid Trading License. Providers can
also upload their company logo where applicable.
The supporting document should be saved in .pdf
format for documents and .png for images and of
maximum size of 5MB per file. Select the correct

document from your computer and it will be
attached onto the system, then click the [Next]
button upon successful upload to proceed to the
next step.

Click here to Proceed

ik

The Company details page will be displayed with the address details,
shareholders and company representatives’ information.

This information is automatically loaded from URSB. Proceed to verify
the information and make any necessary changes. Make changes to

the District and County, and update the Street Address with the right
information.




Update Address Details

If the deta
Organization  Own-
ers/Shareholders are
not automatically pop-
ulated from URSB, you
can add them manual-
ly by clicking on [Add
More] button.

Click to add
another member

this section can be left blank.




Once done, click on [Next] to proceed to
the Financial Details of your company.
Enter the Turnover, Profit and Net
Assets details of your company for the
past 2 years / more.

In case the company is newly registered and has no turnover information,
this section can be skipped. Upon clicking the button, the Business
sectors page will be displayed.




Click a category of your choice to reveal the list of sub-categories under
that category. You can select more than one category. By clicking any
sub-category of your choice, the main category i.e., Works/Supplies/Ser-
vices remain selected. Proceed to select all the sub-categories that
relate to your company and these will be displayed on your registration

certificate. Q

Sub-categories
— displayed on Certificate

Click the [Next] button to proceed to the Experience stage. On the Experi-
ence page requires the provider to input the company experience in terms
of past projects. If applicable, input the project ID (Procurement reference
number), Organization Name (Contracting authority), Project title as well
as the Contract sum and any relevant link to the project.




Click the [Add Record] button to save a project to your list of
Experiences. Click on the Menu icon to Edit or Delete details of

any project added.

Upon clicking the [Next] button, a form with all your company registra-
tion details will be displayed. Verify and confirm that the information on
the form is accurate before submitting the form. Accept the terms and
conditions by checking/ticking a checkbox adjacent to the terms and
conditions. Click the [Submit Form] button to submit your registration

details.




Click to Print
this form

Click to Accept
Terms and
Conditions

Electronic Government Procurement e-GP




FEES PAYMENT FOR ?
SUPPLIERS

After successful submission of company registration details, you are required
to pay for registration fees based on the categories (Works/Supplies/Services)
selected. Navigate to Payments Page by Clicking on the [Pay Now/] button.

-

The payments page will be displayed. Click the [Pay Fees] button next to

your listed company. g

The payment fees are dependent on the categories selected at the
time of the registration. To process payment, navigate to the URA
portal to generate a payment reference number.

O



From any browser, type the link www.ura.go.ug and click on

[eServices] g

Under the eServices menu, select Payment Registration. g

On the Payment Registration Page, of the Tax Head options, select
“Other NTR"” and enter your company TIN under the tax payer Details.

Your tax payer information will be automatically populated with the
right information.
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Under the details of Other NTR payments, select Public Procurement and
Asset Disposals Authority as the Ministry/Department/Agency. Choose the
category(s) as specified in your company registration form on the e-GP
system and select the Tax Head as Local Fees. The URA system will automati-
cally determine the total amount you need to pay as registration

fees and display in on the screen. g

Select your preferred payment method, copy the randomly generated
CAPTCHA value and click on [Accept and Register] to generate the payment

registration slip. g

Click to complete







Once the payment receipt has been received, the provider is required to
save it and upload it under the Pay Fees page of the e-GP system. Select
the Payment Mode used to make the payment, then proceed to attach
the payment receipt from your computer. Once the receipt has been
uploaded, click on




Once your company has been reviewed, you will receive a notification on
your email that either the registration was successful or not successful.
If your company registration is approved, you will receive an email
and an SMS confirming the approval. The status of your company wiill

now change to show Active.

Incase the company registration is rejected, you will receive an
Email and an SMS notification of the status. When you login to
your account, you will see a red banner on your login page
informing you that your company has been rejected.

G




Click to here to view the report

View reason for Rejection
Reason for Rejection

In case of a rejection, navigate to My Profile then My Providers
to view your company. Click on the Menu icon and click on [Edit
organization] to update your company details as per the reason
for rejection from the PPDA. Once you have made the required
changes, you can submit the registration details and await

. g

Click Here to view menu




Plot 43 Nakasero Road Kampala

Box 7683 Uganda

Telephone: +256312263850

Email: psfu@psfuganda.org.ug

Twitter: @psfug

Facebook: Private Sector Foundation Uganda(PSFU)



