
 
  

e-Procurement System 

User Manual 

 

for the 

GITP PROVIDER 

(Supplier) 

 
Version 1.1 

27 September 2023 



Content 

A. Go to e-Procurement ........................................................................................................................................................................................................ 1 

1. Account Activation ........................................................................................................................................................................................................ 1 

2. Login e-Procurement .................................................................................................................................................................................................. 15 

B. Setup Contact List ........................................................................................................................................................................................................... 17 

1. List of Contact Person ................................................................................................................................................................................................. 17 

C. Prepare and Submit Quotation/Proposal ....................................................................................................................................................................... 23 

1. Access the Invitation ................................................................................................................................................................................................... 23 

2. Download Invitation to Quotation Document ............................................................................................................................................................ 26 

3. Prepare and Submit Quotation/Proposal ................................................................................................................................................................... 28 

D. Respond Clarification ...................................................................................................................................................................................................... 33 

1. Access the Clarification ............................................................................................................................................................................................... 33 

2. Prepare and Submit Clarification ................................................................................................................................................................................ 35 

 
 

  



Page 1 
 

A. Go to e-Procurement 

New Supplier has to activate the account at e-Procurement before logging in e-Procurement. 
 

1. Account Activation 

Step Screen / Letter 

1. Obtain Activation ID and PIN 

 Once your application for the e-Service 
account was processed, you will receive 
an email notification with the Activation 
ID, and a PIN letter. 

Email Notification 

 

 
PIN Letter 
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Step Screen / Letter 
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Step Screen / Letter 

2. Launch Account Activation 

 Launch e-Procurement page 
(https://www.gov.hk/en/theme/eprocurement/eppp/ ) 
and click the link [Account Activation for 
new Suppliers] 

 An Account Activation user manual can 
be found by clicking “User Manual” of 
left panel. 
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3. Input Activation ID and PIN 
a. Refer to the Email Notification and PIN 

Letter, input Activation ID and PIN. 
b. Input the Validation Code, read and 

check the box to agree with the Terms 
and Conditions. 

c. Click Accept button to go to next Step. 
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Step Screen / Letter 

4. Review Company Details 
 

a. In next step, review your details recorded in the e-Procurement System. You can update your 
information in this page. 

 

 
 
 
 
 

b. Review and update your contact information.  
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Step Screen / Letter 

Note: both Telephone Number, Fax Number and Business Address are mandatory. If you don’t 
have fax number, please put “00000000” in “Subscriber Number”. 

 

c. Select ALL departments you want to supply goods. Note: it is by default to supply to all 
departments. You may only select departments in respect of invitations issued under direct 
purchase authority but not invitations issued under the GITP Scheme. 
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Step Screen / Letter 

 
 

Click  to select all departments to be served.  

 
 
d. (For Procurement under the Quotation Procedures only but not under the GITP scheme and 

SOA-QPS scheme) Please select goods and related services supplied by you in terms of UNSPSC 
(United Nations Standard Products and Services Code). 

 To add new goods/services, you can browse the list (click the arrow ) in the Available 
Products/Services table, or input the keyword to shortlist the list. 
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Step Screen / Letter 

 
 For GITP Scheme, please add 96101000 (IT Products and Related Services) if it has not been 

selected. 

 Click the item (highlighted in blue) and the  button to move to the Selected 

Products/Services table. 

 (For Procurement under the Quotation Procedures only) You can indicate whether the provided 
goods/services have green element by checking the Green Product box. 
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Step Screen / Letter 

 

 To remove the goods/services from the selected list, you can click the item (highlighted in blue) 

in the Selected Products/Services table and click the  button. The selected item will be put 

back to the Available Products/Services table. 

 
 
e. Click Next button to go to next Step 
 

5. Create Master Account 
 

a. Each Supplier/Contractor has only 1 Master Account. Its holder can manage the 
Supplier/Contractor information and sub-accounts particulars for his/her colleagues in the e-
Procurement System. 

b. Input User ID and Password for the Master Account. (The User ID is used for login and cannot be 
changed after activation.) 

c. Click Next button to go to next Step. 
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Step Screen / Letter 

 
 

6. Input Master Account Particulars a. Input the particulars of the Master Account holder, such as Title, English name, Capacity and 
Post Title, etc. 
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Step Screen / Letter 

 

 
b. You can select whether the Master Account holder will receive notification (email and fax) of 

invitation to Quotations or Proposal (as the case may be). 

 
 
c. Input the Preferred Language, Email Address for receiving notifications, Telephone and Fax No., 
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Step Screen / Letter 

and Address. If you don’t have Fax No., please put “00000000” in “Subscriber Number” 
d. Click Next button to go to next Step. 
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Step Screen / Letter 

7. Confirmation and Submission 

 Verify the input. Click Confirm and 
Submit button to submit the account 
activation information 

 
 

8. Acknowledgement  An acknowledgement screen will be displayed. Click Login button to login the system, or Close 
button to exit the activation page. 
Note: an email will be sent to the Master Account holder’s email address to inform the holder 
that the account has been successfully created. 
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Step Screen / Letter 
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2. Login e-Procurement 

Step Screen 

1. Go to e-Procurement via 
https://www.gov.hk/en/theme/eprocurement/eppp/ 

2. Click Login button 
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Step Screen 

3. Enter User ID & Password with Validation Code, click 
Login button. 

OR 
4. Click Login with iAM Smart button to login. Please 

note that the “iAM Smart” should have been 
installed at your mobile before using “iAM Smart” to 
login e-Procurement. 
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B. Setup Contact List 

After the master account has been activated the account, the master account holder should add all contacts to the “List of Contact Person”. 
 

1. List of Contact Person 

Update all the contact person(s) of the Supplier/Contractor. 

Step Screen 

1. Click List of Contact Person on 
the Menu 
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Step Screen 

2. Click Add Contact Person button 

 
3. Enter Details of Contact Person 

 Note: Invitation to Proposal 
will be sent to the Email that 
is set out on the “List of 
Contact Person”. 
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Step Screen 
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Step Screen 

 
4. Click Save button to save the 

contact person details  
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Step Screen 

5. Click Add e-Service + to add e-

Service to the contact person 

 Note: It is important to add e-
Service for the contact person 
AND assign at least the “Submit 
Quotation” function to him/her in 
the following step. Otherwise, the 
contact person cannot have 
access to the assignment and 
cannot submit quotation through 
this on-line system. 
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Step Screen 

6. Input the account details for e-
Service.  Click Save button to 
save the e-Service account 
details. 

 Note: Enable the “iAM Smart” for 
allowing sub-account to login e-
PS via “iAM Smart”. 

 



Page 23 
 

C. Prepare and Submit Quotation/Proposal 

1. Access the Invitation 

Step Screen / Email 

1. The invitation can 
be accessed 
through e-
Procurement 
System 

2. Click Read More of 
the selected 
invitation. 
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Step Screen / Email 
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Step Screen / Email 

3. Invitation details 
are shown on the 
screen. 
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2. Download Invitation to Quotation Document 

Step Screen 

1. Click Download button to 
download the Quotation 
Documents in ZIP file 
format. 

 
 

(Optional, only when the 
Government officers provide 
email address to receive 
acknowledgement.) 
2. Click Acknowledge Receipt 

of Invitation to Quotation 
button to send the 
acknowledgment to the 
Government officer. 

 An email is sent the 
Government officer. 

 E-Procurement system 
allows acknowledgement 
more than once. 
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Step Screen 
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3. Prepare and Submit Quotation/Proposal 

 Note: Multiple submission is permitted before the closing date. In general the last submission would be considered. Consideration of earlier 
submission will be at the discretion of the government officials. Submitted quotations/proposals are sealed and cannot be viewed or revoked in e-
Procurement system.  
 

Step Screen 

1. Click Prepare Quotation 
button to next page to enter 
the requested information 
and document(s). 

  
 
 

2. Enter the Quotation details 
a. Enter the Your Quotation 

Ref. No., Your Quotation 
Valid Date (if any) 

b. Response 

 If select Offer, enter 
Currency (default HKD, if 
other currency is selected, 
please enter the amount of 
selected currency), Sub-item 
Description, Item No., 
Qty/Unit (a), and Unit Price 
(b). 

 Note: Item No. is mandatory. 
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Step Screen 

If the item offered is not 
listed under GITP Scheme, 
please input the Reference 
Item Number. 

 Input Detail of Maintenance 
(if maintenance fee are 
charged.) and Remarks (if 
any) 

c. For 2-envelope invitation, 
Technical proposal and Price 
proposal are required to be 
uploaded separately.  

d. The quotation documents 
will specify the documents 
and proposals required to be 
uploaded for the quotation. 
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Step Screen 

 

 

3. Enter Overall Remarks  
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Step Screen 

4. Tick Offer to be Bound if 
agree. 

 

5. Buttons 
a. Click Save as Draft button to 

save the draft of quotation. 
b. Click Load Draft button to 

load the saved draft. 
c. Click Continue button to next 

page to review the entered 
details and enter the Secret 
Code and Login Password for 
submission. 

 
 

 
 

 

6. Enter Authentication 
a. Secret Code 

 Enter the Secret Code 
provided in the invitation 
email or click the 
Generate Secret Code 
link to generate a new 
secret code. 
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Step Screen 

b. Login Password 

7. Submit Quotation 

 Click Submit Quotation 
button to submit the 
quotation. 

 
 

8. Download Submission Details 
for your record before closing 
the page. 

 Download the Submission 
Hash Value in PDF file format. 

 Download the submitted 
quotation/proposal in ZIP file 
format. 
 

9. Click Close button to close 
the submission page. 
 

Note: Submitted quotations / 
proposals cannot be viewed or 
revoked. Please download the 
PDF and ZIP for future reference. 
They cannot be downloaded 
after the page is closed.   
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D. Respond Clarification 

1. Access the Clarification 

Step Screen 

1. The clarification can be 
accessed through 

 email or 
 Home -> Clarification 

page of e-Procurement 
2. Click Read More of the 

selected invitation. 
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Step Screen 
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2. Prepare and Submit Clarification 

Step Screen 

1. Download the 
clarification 
document submitted 
by the Government 
officer. 
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Step Screen 

2. Respond the 
clarifications 

a. Enter Content 
b. Upload Attachment, 

if any. 
NOTE: Each response 
should be in response to 
one clarification request 
only. 

3. Submit clarifications 
to the Government 
officer and click Save 
as PDF button for 
reserving a copy. 

 System will prompt if 
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Step Screen 

close without save. 

 



Page 38 
 

Step Screen 

 

 

 
 

~ End ~ 
 
 
 


