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and monitoring of procurement activities published and managed via 

the GOJEP portal. 
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I. Acronyms/Abbreviations 

 

Abbreviations 

 

Meaning 

TC 

 

Tender Coordinators 

CAPC 

 

Contracting Authority, Procurement Coordinator 

CAPCA 

 

Contracting Authority, Procurement Coordinator 

ESR 

 

Evaluator Staff Responsible/Lead Evaluator 

ES 

 

Evaluator Staff 

OS 

 

Opening Staff/Opening Officer 

PO 

 

Procurement Officer 

PPA 

 

Public Procurement Act 
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II. Purpose and Objective of Auditor User Guidance Document 

Purpose:  

This guide has been developed to support Oversight Bodies in effectively utilizing the 

Government of Jamaica Electronic Procurement (GOJEP) system to monitor procurement 

activities conducted by Procuring Entities. It provides clear, step-by-step instructions for 

navigating the system, ensuring transparency, accountability, and adherence to the procurement 

process. 

Objective:  

The primary objective of this guide is to equip auditors and oversight users with the necessary 

tools and guidance to access and review key procurement information on the GOJEP platform. 

This includes detailed instructions for viewing critical procurement data during the bid opening, 

evaluation and award stages, enabling Auditors to efficiently fulfill their monitoring 

responsibilities. 

To provide feedback or comments on this document, kindly contact the Office of Public 

Procurement Policy via email at opppcustomercare@mof.gov.jm or call us at 876-932-5704. 
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1 User Association 

Once Procuring Entity (PE) associates an Auditor user to a competition, the   user will be able to 

view and have restricted access to each activity, whilst ensuring that the confidentiality of the 

procurement process is maintained at the various stages: 

i. Solicitation stage 

ii. Tender opening stage;  

iii. Evaluation stage; and  

iv. Contract award stage. 

 

When an Auditor is associated with a tender the activity now appear in the user’s competition 

list, once they access the portal as seen below in table 1. User will also have access to the status 

of each competition. 

 

Table 1 

 

 

 

 

 

 

 

 



 

6 May2022     Auditor User Guidance Document| Ministry of Finance and the Public Service 

 

 

2 Solicitation Stage 

 

During this stage, the user will have access to all procurement documents available at the 

solicitation stage.  To access, the user should select the title of the interested competition and 

select the show menu tab. All activities as listed below and in table 2 are available to the user: 

• Competition information details (see table 2 ) 

• List of officers associated with the competition, in relevant assigned roles (see table 3 ) 

• Bid documents as uploaded by the PE (see table 4 ) 

• The notices or invitations as issue by the PE (see table 5) 

• All suppliers that expressed an interested in the competition (see table 6 ) 

• Any Clarification/s raised by a supplier and the relevant response/s as provided by the 

PE. This includes any attachments uploaded by both parties (see Table 7) 

• All documentation uploaded under the restricted area by the PE (see table 8) 

 

 

Table 2 
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Table 3 
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Table 4 
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Table 5 

 

Table 6 
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Table 7 
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Table 8 

 

 

3 Tender Opening Stage 

 

Once an auditor is associated with a competition, following the tender opening by the PE, the 

auditor user will have immediate access to the electronic tender opening record. To access this 

report, user will be required to: 

i. Select the tender of interest from the competition list; 

ii. Click on the show menu tab; 

iii. Select “bids” from the drop down list to access the bid opening space (as shown in table 

9); 

iv. Click on the “download” link as shown on table 10 
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Table 9 

 

 

Table 10 
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It is important to note, that where a two envelope configuration was done, user will have access 

to opening record for both envelopes as the preceding steps are completed.  

4  Evaluation Stage 

 

a. Online Configuration  

 

When a tender process is configured using the online evaluation mechanism at the competition 

creation stage, the system automatically generates an evaluation report detailing all activities by 

the PE and its users.  

Once the electronic evaluation report is finalized and approved by the PE user,  

this is immediately accessible to the auditor/Oversight user. 

. This can be accessed by following the below steps: 

i. Select the tender of interest from the competition list; 

ii. Click on the show menu tab; 

iii. Select “evaluation report” from the drop down list to access the evaluation report space 

(as shown in table 11); the system generates two identical reports, one that will remain on 

the system and one that can be replaced by a PE.  

v.         Click on the “evaluation report” link as shown on table 12. 

 

In the Manage Evaluation Report Stage, PE’s have the option to upload a more detailed 

evaluation report summarizing its own internal evaluation process. This version will replace one 

of the system generated reports.  

 

It is important to note, that at this junction, auditors do not have access to the bidders response 

that were submitted at the stipulated date and time.  

Pursuant to section 46 of the PPA, 2015, the procurement process must be kept fully 

confidential prior to finalization of the evaluation stage and award of contract. 

 

 

 

 

 

 

 

 



 

14 May2022     Auditor User Guidance Document| Ministry of Finance and the Public Service 

 

 

Table 11 

 

 

Table 12 
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4.2 Offline Configuration 

 

When a tender process is configured using the offline evaluation mechanism at the competition 

creation stage, the system is used as a carrier for the tender responses and therefore an electronic 

evaluation report is not generated by the system. 

PE’s are required to only input overall price or scores. In this workspace, the system provides the 

functionality for the PE to upload additional information/material. This can include the offline 

detailed evaluation report developed by the PE.  

 

5 Contract Award Stage 

 

Once the evaluation process is concluded and the contract award notice published, the 

auditor/oversight user will now have unrestricted access to all documentation in relation to the 

tender process.  
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