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Module Access
You must be assigned one of the following Role to have access to this Module.
# | Role Name Description
1 | Procurement Officer Permission to View and Create Procurement Plan
2 | Finance Executive Permission to View and Authorize Procurement Plan
3 | Procurement HOD Permission to View Procurement Plan
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How to Add Procurement Plans
Required Role: Procurement Officer

To add new items to plan, follow the steps below:

1. Click “Procurement Plan” on the left sidebar to view the menu.
2. Click “Procurement Plan” under “Procurement Plan”.
3. Click one of the following tabs:

a) “Goods” tab to add items to Goods Plan.

b) “Works” tab to add items to Works Plan.

c) “Consultancy” tab to add items to Consultancy Plan.

d) “Non-Consultancy" tab to add items to Non-Consultancy Plan.

(=) 3(b) 3(d)
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These screenshots are included for reference purposes only and serve merely as illustrative examples.

Page 4 of 18



Procurement Plan Module Guideline

4. Click “Add” tab.

These screenshots are included for reference purposes only and serve merely as illustrative examples.

5. Fill in the Form and click the “Save” as shown below.
When adding items to the plans, use reference numbers as follows:
For Goods: Office No/2026/G-01
For Works: Office No/2026/W-01
For Consultancy: Office No/2026/C-01
For Non-Consultancy: Office No/2026/NC-01

These screenshots are included for reference purposes only and serve merely as illustrative examples.

6. Multiple funds can be selected for a single procurement item.

7. The Procurement Officer can edit the items before the Finance Executive authorizes
them.

8. Once the items are authorized by the Finance Executive, the Procurement Officer can no
longer edit them.

9. Follow the above steps to add each item.
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How to View Procurement Plans
Required Role: Procurement Officer, Finance Executive

To view the plan, follow the steps below:

1. Click “Procurement Plan” on the left sidebar to view the menu.
2. Click “Procurement Plan” under “Procurement Plan”.
3. Click one of the following tabs:

a) “Goods” tab to view Goods Plan.

b) “Works” tab to view Works Plan.

c) “Consultancy” tab to view Consultancy Plan.

d) “Non-Consultancy" tab to view Non-Consultancy Plan.

(=) 3(b) 3(d)
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These screenshots are included for reference purposes only and serve merely as illustrative examples.
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4. Click “List” tab if not already selected.

R Reset Fiters

These screenshots are included for reference purposes only and serve merely as illustrative examples.

5. You may use the available filter options to narrow the displayed items in the plan and
then click “Filter”. Click “Reset Filter” to clear your selections.

Trier [EECEEIIES

These screenshots are included for reference purposes only and serve merely as illustrative examples.
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6. The table at the bottom shows the items in the procurement plan.

> Manage Procurement of Goods

List = Add
Agency A xv Year: 2024 xv
Fund A xv Status : A xv
Procurement Method : A T
Y Filter Reset Filters
&  Procurement of Goods
show| 100 Ve
Procurement Estimated
No s Amaunt Procurement Invitation  Bid Contract
Agency  Year ReferenceNo  Name ) Fund | Method 2028 2025 202  Total for Bids Opening  Award Remarks  Status  Action  Select
Ministry | 2024 PC-Offi 40,00000 NCB 0.00 04 Ja 19 Jan To Pending =]
of No/20: GOM P 2024 replace
Finance the
damaged
ones.
Showing 1 ta 1 of 1 entries

These screenshots are included for reference purposes only and serve merely as illustrative examples.
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7. To view more information about the item, click “Action” column and then click “View”.
This will open the item in a new tab as shown in the second image below.

Home

List  Add

Agency : Al xv Year : 2024 v
Fund : Al xv Status : Al ERg
Procurement Method : Al ‘v

Y Filier Reset Fillers

&  Procurement of Goods

100 v e
E— B
o e R imviaion i Comract

| e S | O VR Fend Meded 2024 2025/ | 2025 | Torsil | focmmie | Opariew | Awara | Bemrk | Seeiem | Acsion) | sobee

Ministry 2024 PC-Office Supply of 3 40,000.00 =3 NCB 40,000.00 000 0.00 19 Jan To Pending 7

of No/2024/G- Shredders GOM 2024 re

Finance o

d
°
Showing 1 to1 of 1 entries
These screenshots are included for reference purposes only and serve merely as illustrative examples.
Home > Procurement Procurement of Goods >  PC-Office No/2024/G-01

[ - B Status
Ministry of Finance 2024 PC-Office No/2024/G-01
R ——
Supply of 3 Shredders
Estimated Ampurt in MVR e Procursment Methos
40,000.00 C-GOM NCB
&  Allocated Budget
2024 2025 2026 Totat
40,000.00 0.00 0.00 40,000.00
£ Planned Dates
Invication fo Bds b Opening R
04 Jan 2024 19 Jan 2024 26 Jan 2024

Remarks

To replace the demaged ones.

Created By
Name Aishath Hussain
Designation Procurement Officer

These screenshots are included for reference purposes only and serve merely as illustrative examples.
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How to Delete Items from Plan
Required Role: Procurement Officer

Items that have not been authorized or rejected can be deleted. To delete an item, locate the item
by following the instructions up to step 6 in How to View Procurement Plans. Then follow the

steps below:

7. Click “Action” column.

Home ) FrocurementPlan > Manage Procurement of Goods
List  Add
Agency : Al xv Year: 2024 xv
Fund : Al xv Status A xv
Procurement Method : Al

RGN Reset Filters

&  Procurement of Goods

Show/| 100 v | entries Search
Estimated
Pracuremen . Procurement  Amount Procurement Invication  Bia Contract

Agency | Ve Name (avRy Fund | Method w20 2025 2028 | Toral forBids | Opening  Award | Remarks | Scams  Action | Select

Ministry 2024 PC-Office Supply of 3 40,000.00 (= NCB 40,000.00 0.00 0.00 40,000.00 04 Jan 19 Jan T Pending 7

of No/2024/G- | Shredders GOM 2004 2024 epla

Finance o1 1
damaged
ones.

g1tolof1

These screenshots are included for reference purposes only and serve merely as illustrative examples.
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8. Click “Delete”. This will open a prompt asking for the reason for deletion.

Heme » ProcurementFlen > Manage Procurement of Goods
List  Add
Agency : Al xw Year:
Fund: Al x v Status
Procurement Method A x>
A Gl ResetFitters
&  Procurementof Goods
v| 100 ~ | entries
Procurement Estimated
Procurement Mo/ Procurement  Amount Procurement Invitation
Agency  Year ReferenceNo  Name vR) Fund  Method 2024 2025 2026  Total for Bigs
Ministry 2024 PC-Of Supply of 3 40,00000  C- NCB 40,000.00 0.00 000 04 Jan
Shredders GOM 2024

of Ne

Finance

These screenshots are included for reference purposes only and serve merely as illustrative examples.

9. Enter the reason for deleting and click the “Delete”.

9 Cancel

These screenshots are included for reference purposes only and serve merely as illustrative examples.
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How to Authorize/ Reject Items from Plan
Required Role: Finance Executive

Items that are pending can be authorized. To authorize or reject an item, locate the item by

following the instructions up to step 6 in How to View Procurement Plans. Then follow the steps

below:

1. Click “Status” and select “Pending”, then click filter. Once you filter you will see all the
items pending. Select items and click authorize to authorize them or click reject to reject
them.

© ConsitancyServices T —
Agency Vear 3
.
Status Pending
Fund Al ‘
Procurement Method Al ]

Al Reset Fiters

((((((((

vvvvv

These screenshots are included for reference purposes only and serve merely as illustrative examples.
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= = [yemr—— [Yyr——

AL Reset Filiers

Aulhun'ze (selected flems) _Rqec! (selected items)

n
<]

These screenshots are included for reference purposes only and serve merely as illustrative examples.

2. When you click “Authorize” a prompt will open asking to enter remarks. This is optional.
Click “Yes” to authorize.

Authorize ltem

Remarks

These screenshots are included for reference purposes only and serve merely as illustrative examples.
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3. When you click “Reject” a prompt will open asking to enter the reason for rejection.
Enter the reason and click “Save”.

These screenshots are included for reference purposes only and serve merely as illustrative examples.
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How to Download Procurement Plan
Required Role: Procurement Officer, Finance Executive

Y ou can download procurement plans for internal (office) use and external (public) use. Download

options include PDF, Excel and printable page within the browser.

The plan can be for an individual agency, or all the agencies combined (consolidated). If your role
is Procurement Officer or Finance Executive, a consolidated plan will include the procurement

plan of your agency and sub-agencies (agencies under your agency).
To download procurement plan, follow the steps below:

1. Click “Procurement Plan” on the left sidebar to view the menu.
2. Click “Procurement Plan” under “Procurement Plan”.
3. Click one of the following tabs:
a) “Goods” tabs to download Goods Plan.
b) “Works” tabs to download Works Plan.
c) “Consultancy” tabs to download Consultancy Plan.
d) “Non-Consultancy" tabs to download Non-Consultancy Plan.

4. Click the preferred format from the available options.

Home > ProcurementPlan
© Consultancy Services © Non-Consultancy Services
3(c)  3(d)

L_Goods] ICansuI(anﬁl INcn Cnnsmmncyl

3(a) 3(b)
Agency : All{Consclidated) x v Year: 2024 x v
Fund : A L Status : Authorized x v
Procurement Method : A % v

Y Filter Reset Filters
Procurement Plan ® Internal (PDF ® Intemal (Exce & Intemnal (Prin ® External (PDF) ® External (Excel) & Exienal (Print)

& Procurement of Goods

Show| 100 v entries Search
L rement
No / Estimated
Procurement Reference Procurement it Amount Procurement Invitation Bid Contract
Agency Year No Name (MVR) Fund Method 2024 2025 2026 Total for Bids Opening Award Remarks Status
Ministry 4 Supply of 60,000.00 C- NCB 60,000.00 0.00  0.00 @ 60,000.00 01Feb 08 Feb 15 Feb Authorized
of Multipurpose GOM 2024 2024 2024
Finance 02 Printers
Ministry = 2024 PC-Office Supply of 3 NCB 0.00 | 40,000.00 | 04Jan 19 Jan 26 Jan To Authorized
These screenshots are included for reference purposes only and serve merely as illustrative examples.
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How to View Procurement Plans
Required Role: Procurement HOD

1. Select the “Procurement Plan” on the left sidebar to view the menu.
2. Select the “Procurement Plan” under “Procurement Plan”

Ministry of Construction, Housing & Infrastructure

Home > Dashboard

Vendor Requests

[ 0 | vendor mequens

ing to show here!

# Dashboard

C Refresh Calendar Approved  Pending  Cancelled
month | week | day
November 2025 >
Tue Wed Thu Fri Sat
4 5 6 8
10 1 12 4 15

These screenshots are included for reference purposes only and serve merely as illustrative examples.
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3. Select one of the following tabs to view:
a) “Goods” tab to view Goods Plan.
b) “Works” tab to view Works Plan.
c) “Consultancy” tabs to view Consultancy Plan.
d) “Non — Consultancy” tab to view Non — Consultancy Plan.

Iﬁnods Warks ~ Consultancy an-(wnw\(ancyl

(a) (b) (c) (d)

Rese Filers

& Procuremen tofGoods
x| 100 ~ ent
P Estimater ]
’ N Procurement Amount Procurement taton  Bd Con
ReferenceNo  Name (MvR) Fund  Method Tear 1 2 3 Tota forBks  Opening  Award  Remarks status Y select

These screenshots are included for reference purposes only and serve merely as illustrative examples.
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4. Procurement HOD can use the available filter option to narrow down the displayed
items in the view and check the status of the added plans using status options. After
selecting the criteria, click “Filter”.

5. Click “Reset Filter” to clear the selection.

These screenshots are included for reference purposes only and serve merely as illustrative examples.
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