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1. Login to e-GP Portal 

 

In e-GP there are three types of C&AG User, e.g., C&AG Admin, DG Admin & Audit 

User. C&AG Admin account is created by e-GP Admin in the e-GP Portal. C&AG 

Admin will create DG Admin & Audit User. The moment user account is created on e-

GP; They will get a system generated e-Mail message in his registered e-Mail ID which 

contains the necessary information pertaining to User Login details along with 

Username & Password. With the help of this Username & Password, user can start 

working on e-GP Portal.  

 

Steps for Login to the system 

 

1.1. C&AG Admin will login to e-GP Portal along with User Name & Password. In case 

of first time login, to maintain the “Security & Integrity” on e-GP Portal, system by 

default leads to “Change Password” screen will come wherein user has to give 

the details which are asked. 

 

 
Screen–A1 

 

1.2. In this Change Password page, all fields are mandatory. Therefore, C&AG Admin 

has to give a response on each & every field. If any of the field skipped by C&AG 

Admin, then system won’t allow him to process further on the e-GP Portal. 

 

1.3. Once all the inputs are given by the C&AG Admin after that, C&AG Admin has to 

click on “Submit” button which would be available at bottom of the page. (As 

shown in Screen-A2) 
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Screen-A2 

 

1.4. Once details are given by C&AG Admin and clicking on “Submit” button, system 

will show message on User screen i.e., “Password Changed successfully” then 

C&AG Admin will be redirected to home page. (As shown in Screen-A3) 

 

 
Screen-A3 

 

1.5. Then enter the e-mail ID and the changed password in login box & finally click on 

“Login” button.  

 

1.6. On successfully matched the credential, system will allow user to login to the 

system. 

 

1.7. After logged in to the system, if email address and mobile number is already 

verified, then system will redirect you to the e-GP dashboard. Otherwise, a page 

will be displayed where you can verify your NID and Mobile Number. (As shown 

in Screen-A4). 
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Screen-A4 

 

1.8. NID & Mobile No verification can be skipped by clicking on “Update Later” button. 

But the screen will be appeared again every time after login, until it is verified.  

 

1.9. To verify NID, enter your National ID Number, Date of Birth & write the text in text 

box showed in captcha. You can change captcha text by clicking on reload icon 

beside the captcha image. After that click on “Verify NID” button. (As shown in 

Screen-A4). 

 

1.10. A warning message is displayed in pop up showing that how many attempts you 

have left for NID verification. Generally, every user gets a total of 3 chances to 

verify his NID. If he fails to verify within this attempts, then the process will be 

locked by system.  

 

1.11. Click on “Yes” to continue. (As shown in Screen-A5). 

 

 
Screen-A5 

 

1.12. After clicking on “Yes” button, system will verify the data to the NID server.  
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1.13. On successfully verification of NID, system will fetch name of the user and name 

in bangla from server. A success message is also displayed in pop-up that “NID 

Verification Successful.” (As shown in Screen-A6). 

 

 
Screen-A6 

 

1.14. Once NID is verified in NID server, “ NID Verified ”  status is showed beside the 

National ID that it is verified. (As shown in Screen-A7). 

 

 
Screen-A7 

 

1.15. Click on “Update NID Information” button & then National Id Verification is done 

successfully. (As shown in Screen-A8). (As shown in Screen-A8). 
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Screen-A8 

 

1.16. After successfully verification of NID, in next time, after login to the system,  NID 

verification screen is not displayed. If the mobile number is not verified yet, you 

will only get mobile number verification block. (As shown in Screen-A9). 

 

1.17. To verify Mobile Number, enter your mobile phone number and then click “Send 

OTP” button. A onetime password will be sent to that mobile no. (As shown in 

Screen-A9). 

 

 
Screen-A8 

 

1.18. Enter the OTP before it is expired and then click on “Verify OTP” button.  (As 

shown in Screen-A10). 
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Screen-A10 

 

1.19. If the OTP is verified, then “ OTP Verified” status is showed by the system. (As 

shown in Screen-A10). 

 

 
Screen-A10 

 

1.20. Normally the validity of an OTP is 5minutes since it is sent. If the OTP gets 

expired then click on “Try Again” link for a new OTP. (As shown in Screen-A11). 

 

  
Screen-A11 

 

1.21. After OTP is verified, click on “Update Mobile Number” button. 
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1.22. Once mobile number is updated & verified, mobile number verification block will 

not be displayed after C&AG Admin logged in to the system.  

 

 

2. Message Box 

 

2.1 C&AG Admin will login to e-GP Portal along with User name & Password. 

 

2.2 After login into system, C&AG Admin will be able to see the Message box menu 

(As shown in Screen-B1) 

 

2.3 C&AG Admin has to click on Inbox to view message. (As shown in Screen-B1) 

Screen-B1 

 

2.3.1 Left Menu will show below mentioned links (As shown in Screen-B2) 

 



10 
 

 
Screen-B2 

 

2.3.2 “To Do List” User can add new tasks, view existing tasks and can search for 

the task details. 

 

2.3.3 “Add Folder”  Folder Management of the mails can be done. Create folders 

and manage the mails efficiently. By default, there will be four folders – Inbox, 

Sent, Trash and Draft. 

 

2.3.4 “Compose Message”  User can Compose messages using this functionality. 

 

2.3.5 “Inbox” All the mails which are received by user will be available in this folder. 

 

2.3.6 “Unread”  Mail which are not read till now by the user will be available in this 

folder. 

 

2.3.7 “Sent”  Mails which user sent through compose message will be available in 

this folder. 

 

2.3.8 “Trash”  Deleted messages will be in this folder. 

 

2.3.9 “Draft”  Saved messages will be in this folder. 

 

2.3.10 “Archive”  User can archive selected mail from inbox and unread folder. 
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2.4 Message Box >> To Do List 

 

2.4.1 To Do List functionality is used so that User can manage their tasks / activities 

on regular basis. 

 

2.4.2 View Task Details All tasks will be listed in the grid table (S. No, Task Brief, 

Priority, Start Date, Last Date, Action) (As shown in Screen - B3) 

 

 
Screen-B3 

 

2.4.3 Search TaskUser is given Search criteria, through which user can search by 

giving required parameters (i.e. From Date – To Date, Status) through which 

user can get quick result. (As shown in Screen – B4) 

 

 
Screen-B4 

 

2.4.4 Add New Task User can create new task by click on the link (As shown in 

Screen – B5) and add in their respective To Do list. Once New Task page gets 

opened, it will list down the input values (Task Brief, Task Details, Priority of 

Task, Start Date and End Date) which user will fill and click on Submit button. 

(As shown in Screen – B6) 
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Screen-B5 

 

 
Screen-B6 

 

2.5 Message Box >> Add Folder 

 

2.5.1 “Add Folder” link will be shown in left panel (As shown in Screen – B7)Add 

Folder page will be shown, once user enter the folder name and clicking on 

“Submit” button, system will display a validation message as “Folder created 

successfully” and the created folder name will be shown on the left panel. 
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Screen-B7 

 

 

2.6 Message Box >> Compose Message 

 

2.6.1 Compose MessageUser can compose message using this functionality (As 

shown in Screen –B8). Lots of features like font, colour, styles are available 

for better appeal. Set priority to your messages as well. 

 

 
Screen–B8 

 

2.6.2 Message can be created in “Rich Text Area” as shown. Prority of message 

can be set for the message by selecting “Low, Medium, High”. After 

composing of message, User can either “Send” the message or “Save as 

Draft”. 
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2.6.3 Once the message is Sent, system will prompt message “Message Sent 

Successfully” and the mail will be available in “Sent Folder”. 

 

2.7 Message Box >> Inbox 

 

2.7.1 Inbox basically is the storage of messages which User will receive from another 

User. User will be able to View, Open and Search messages. 

 

2.7.2 View Message User can see all messages in Inbox in the grid table (From, 

Subject, Priority, Date and Time). (As shown in Screen –B9) 

 

 
Screen–B9 

 

2.7.3 Open MessageUser can select & click on the link to open message and view 

the message with values (Subject, From, To, Cc, Priority, Message body) with 

some more functionality mentioned in below table (As shown in Screen –

B10&Screen - B11) 

 

 
Screen–B10 
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Screen–B11 

 

Trash When User View Message, on top User can click on “Trash”, 

to remove the message from Inbox. Once message can then 

be found in Trash Folder. 

Reply When User View Message, on top User can click on “Reply”, 

User can revert back to “From” eMail ID(s). 

Reply To All When User View Message, on top User can click on “Reply 

to All ”, User can revert back to all i.e. “From” & “Cc” eMail 

ID(s). 

Forward When User View Message, on top User can click on 

“Forward”, User can forward the message to other User and 

input the values “From” & “Cc” e-Mail ID(s). 

Move To 

Folder 

When User View Message, on top User can select from 

combo box folder and click on “Move to Folder”, in return 

message will be moved to specific folder from Inbox. 

 

2.7.4 Search Message User can use search condition as input values (Search in 

[Subject, Message], Keyword, e-Mail ID, From Date, To Date – As shown in 

Screen –B12) and result will be displayed in grid table. 

 

 
Screen–B12 

 

2.8 Message Box >> Sent Folder 
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2.8.1 User when send messages to any other user, message will be saved in “Sent” 

folder (As shown in Screen – B13). User can select any specific message to 

view again message. 

 

 
Screen–B13 

 

2.9 Message Box >> Trash Folder 

 

2.9.1 Message which are deleted / removed by the User are shown in “Trash” folder. 

(As shown in Screen – B14) 

 

2.9.2 All Trash Messages gets displayed in grid table (From, Subject, Priority, Date 

and Time). 

 

2.9.3 User can also Search in Trash folder by using input values (Search in [Subject, 

Message], Keyword, e-Mail ID [Equals, Contains], From Date - To Date). 
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Screen–B14 

 

2.10 Message Box >> Draft Folder 

 

2.10.1 When User save the message, Message is moved to “Draft” folder. On Click 

on “Draft” link, message saved by user will be shown in the grid (As shown in 

Screen - B15). If User wants to send message from Draft, then User has to 

click on “Edit” link > Open Message> If any update in the message, user can 

update and Click on “Send” button. 

 

 
Screen–B15 

 

2.11 Message Box >> Archive 

 

2.11.1 When User archive a message, Message is moved to “Archive” folder. User 

can archive selected mail from inbox and unread folder.  

 

 
Screen–B16 
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3. Manage Users 

 

3.1 Designation 

 

3.1.1 Comptroller & Auditor General > Create Designations 

 

3.1.2 C&AG Admin can create designation for comptroller & auditor general module 

in e-GP system.  

 

3.1.3 To create designation, at first go to the “Manager Users” menu & then click on 

“Designation > Create Designation” link. (As shown in Screen – C1). 

 

3.1.4 Once click on “Create Designation” link, Screen – C1 will appear on screen. 

 

 

 
Screen–C1 

 

3.1.5 In the create designation form, select DG Office from dropdown list, enter 

designation and finally select  Class - Grade. After all the required fields are 

filled up click on “Submit” button. 

 

3.1.6 Designation will be created, and system will display message “Designation 

created successfully” and system will display the values entered. 
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Screen–C2 

3.1.7 Click on “OK” button for successful completion of Designation. (As shown in 

Screen – C2). 

 

3.1.8 If you want to modify the details entered, then click on “Edit” button. Page will 

be displayed in editing mode so that you can do required changes. (As shown 

in Screen – C3) 

 

 
Screen–C3 

 

3.1.9 Comptroller & Auditor General > View Designations 

 

3.1.10 Click on “View Designations” link (As shown in Screen – C1) to view all the 

designations created by you. (As shown in Screen – C4) 
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Screen–C4 

 

3.1.11 You can “Edit” | “View” – Designations from action column. 

 

3.1.12 If you click on “View” link, then the specific designation details will be 

displayed. (As shown in Screen – C5). 

 

 
Screen–C5 

 

3.1.13 If you click on “Edit” link, then designations will be displayed in editable mode 

and you can modify the designation if required. (As shown in Screen – C6) 

 

 
Screen–C6 
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3.1.14 System will display message “Designation updated successfully” and 

system will update the record also. (As shown in Screen – C7). 

 

 
Screen–C7 

 

 

3.2 DG Office 

 

3.2.1 Comptroller & Auditor General > Create DG Office  

 

3.2.2 To create DG Office, click on “Comptroller & Auditor General > Create DG 

Office” link from sidebar. (As shown in Screen – C1) 

 

3.2.3 Once click on “Create DG Office”, Screen – C8 will appear on screen. 

 

.Screen–C8 
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3.2.4 To create DG Office, fill up all the fields in create DG office form. Enter Name 

of DG Office, Name of DG Office in Bangla, Address, District, City/Town, 

Thana / Upazilla, Postcode, Phone No, Fax No & Website (As shown in 

Screen – D8). After filling up all the mandatory information click on “Submit” 

button. 

 

3.2.5 DG Office will be created & system will display message “DG Office created 

successfully”. (As shown in Screen – C9). 

 

Screen–C9 

 

3.2.6 Comptroller & Auditor General >> View DG Office   

 

3.2.7 Click on “View DG Office” link (As shown in Screen – D1) to view all the DG 

Offices created by you. (As shown in Screen – C10). 
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Screen–C10 

 

3.2.8 Under action column there will be three option “Edit” | “View” | “Map 

Ministries. Using these link, you can be able to Edit, View or Map DG Office 

into ministries. 

 

3.2.9 Clicks on “View” link to see DG Office details. (As shown in Screen – C11) 

 

Screen–C11 
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3.2.10 If you click on “Edit” link, then fields will be displayed in editable mode and 

you can do required changes. Click on “Update” button after information are 

modified. (As shown in Screen – C12). 

 

 
Screen–C12 

 

3.2.11 After the changes has been made, system will display “DG Office updated 

successfully” message.  

 

3.2.12 Click on “Ok” button to go back to DG Office page (As shown in Screen – 

C13). 
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Screen–C13 

 

3.2.13 Map DG Office 

 

3.2.14 To Map DG Office into Ministries, click on “Map Ministries” link (As shown in 

Screen-C14). 

 

3.2.15 After clicking on “Map Ministries” link, all ministries will be displayed in a 

table with “Add” link in action column. (As shown in Screen-C14) 
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Screen–C14 

 

3.2.16 Click on “Add” link to map a DG office into ministry. You can map multiple 

ministry into one DG Office. After a ministry is mapped, mapped ministry is 

shown in Mapped Ministries Table as shown in Screen-C15. 

 

Note: When ministries are mapped into DG office, DG admin of that office will 

find the mapped ministries in the dropdown while mapping tender to Audit 

Team. This will be discussed below. 
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Screen–C15 

 

 

3.2.17 To remove a mapped ministry, click on “Remove” link from action column. 

(As shown in Screen-C15) 

3.3 DG Admin  

 

3.3.1 Create DG Admin 

 

3.3.2 To create DG Admin, click on “Comptroller & Auditor General > Create DG 

Admin” link.  

 

3.3.3 Once click on “Create DG Admin”, Screen – C16 will appear on screen. 

 

3.3.4 At first enter a unique email ID. The email ID must be official and make sure 

that the user has access on it. Then click on “Submit” button. (As shown in 

Screen – C16). 
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Screen–C16 

 

3.3.5 If your entered e-Mail ID is already exists, then try with another email ID. Until 

your entered email ID is unique, system will not allow you to proceed. (As 

shown in Screen – C17). 

 

 
Screen–C17 

 

3.3.6 After entering a unique email ID click on “Submit” button & then NID verification 

section will be displayed. As shown in Screen – C18. 

 

3.3.7 Next, enter National ID, Date of Birth and text shown in captcha in the NID 

verification block. If the captcha text is fuzzy then click “ ” icon for a new 

captcha text.  

 

3.3.8 Finally, click on “Verify NID” button. As shown in Screen – C18. 

 

javascript:;
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Screen–C18 

3.3.9 A pop-up will be displayed informing that, how many attempts you have left.  

You will get total three attempts to verify a NID. Click “Yes” to proceed. 

 

 
Screen–C19 



30 
 

 

 

3.3.10 If the NID is verified from the NID server, then a successful message “NID 

Verification Successful” is displayed. Click “Ok” button. 

 

 
Screen–C20 

 

3.3.11 On successful verification, system fetch full name of user from server & “

NID Verified” icon will be shown beside National ID. You can change NID also 

by clicking on “Change NID”. As shown in Screen – C21. 

 

3.3.12 After NID is verified, you will get the options to enter personal information. 

Select DG Office, Full Name, National ID, Phone No & Mobile No in the 

personal information form. Full name option is non-editable as it is fetched from 

NID server. As shown in Screen – C21. 

 

3.3.13 After entering all the required information click on “Submit” button. As shown 

in Screen – C21. 
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Screen–C21 

 

3.3.14 DG Admin will be created and system will display a success message as 

shown in Screen – C22. 

 

 
Screen–C22 

 

3.3.15 Click on “OK” button, for successful completion of creating DG Admin. 

 

3.3.16 View DG Admin 

 

3.3.17 Click on “View DG Admin” link to view the list of DG Admin. 
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Screen–C23 

 

3.3.18 C&AG Admin can see Action links “Edit” | “View”. (As shown in Screen – 

C23). 

 

3.3.19 If C&AG Admin clicks on “View” link, then DG Admin details will be displayed 

by the system in a new page. (As shown in Screen – C24). 

 

Screen–C24 

 

3.3.20 If C&AG Admin clicks on “Edit” link, then fields will be displayed in editable 

mode and C&AG Admin can do required changes and clicks on “Update” 

button (As shown in Screen – C25).  
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Screen–C25 

 

3.3.21 After the changes has been made, system will display “Audit Admin updated 

successfully” message. (As shown in Screen – C26). 

 

 
Screen–C26 

3.4 Audit Office 

 

3.4.1 Create Audit Office 

 

3.4.2 To create audit office, click on “Comptroller & Auditor General > Audit Office > 

Create Audit Office” from sidebar.  

 

3.4.3 Once click on “Create Audit Office”, Screen – C27 will appear on screen. 
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Screen–C27 

 

3.4.4 At first you have to select DG Office from the dropdown. As shown in Screen – 

C28. 

 

 
Screen–C28 

 

3.4.5 After selecting DG office, enter Audit Office Name, Office Name in Bangla, 

Address, Country,  District, City / Town, Thana / Upazilla, Postcode, Phone No 

& Fax No (As shown in Screen – C27). After filling up all the mandatory 

information, click on “Submit” button. 

 

3.4.6 Audit Office will be created & system will display message “Audit Office 

created successfully”. 
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3.4.7 View Audit Offices 

 

3.4.8 Click on “View Audit Offices” link  to view the audit offices. (As shown in 

Screen – C29). 

 

 
Screen–C29 

 

3.4.9 You can edit and view an audit office from “Edit” | “View” links in action column. 

(As shown in Screen – C29) 

 

3.4.10 Click on “View” link to view Audit Office details. (As shown in Screen – C30). 

 

Screen–C30 

3.4.11 By clicking on “Edit” link from action column, audit office information will be 

displayed in editable mode. Click on “Update” button after modifying the fields. 

(As shown in Screen – C31). 
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Screen–C31 

 

3.4.12 System will display message “Audit Office updated successfully” and 

system will update the record also. 

3.5 Audit User 

 

In e-GP system, Audit User is a completely new type of user who can perform the 

audit operation. Audit team is formed with these audit users. 

 

3.5.1 Create Audit User 

 

3.5.2 To create audit user, click on “Comptroller & Auditor General > Audit User > 

Create Audit User” link from sidebar.  

 

3.5.3 Once click on “Create Audit User” link, Screen – C32 will appear on screen. 
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Screen–C32 

 

3.5.4 At first enter a unique email ID. The email ID must be official and make sure 

that the user has access on it. Then click on “Submit” button. (As shown in 

Screen – C32). 

 

3.5.5 If your entered e-Mail ID is already exists, then try with another email ID. Until 

your entered email ID is unique, system will not allow you to proceed. (As 

shown in Screen – C33. 

 

Screen–C33 

3.5.6 After entering a unique email ID click on “Submit” button & then NID 

verification section will be displayed. As shown in Screen – C33. 

 

3.5.7 Next, enter National ID, Date of Birth and text shown in captcha in the NID 

verification block. If the captcha text is fuzzy then click “ ” icon for a new 

captcha text. 

 

3.5.8 Finally, click on “Verify NID” button. As shown in Screen – C33. 

 

javascript:;
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Screen–C34 

 

3.5.9 A pop-up will be displayed informing that, how many attempts you have left.  

You will get total three attempts to verify a NID. Click “Yes” to proceed. 
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Screen–C35 

3.5.10 If the NID is verified from the NID server, then a successful message “NID 

Verification Successful” is displayed. Click “Ok” button. 

 

Screen–C36 

 

3.5.11 On successful verification, system fetch full name of user from server & “

NID Verified” icon will be shown beside National ID. You can change NID also 

by clicking on “Change NID”. As shown in Screen – C37. 

 

3.5.12 After NID is verified, you will get the options to enter personal information. Full 

name option is non-editable as it is fetched from NID server. As shown in 

Screen – C37. 

 

3.5.13 Enter phone no & click on “Submit” button. As shown in Screen – C37. 
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Screen–C37 

 

3.5.14 After NID is verified, you can be able to enter audit office information of the 

user. 

 

3.5.15  In the audit office information section select audit department, its sub-ordinate 

office and designation. As shown in Screen – C38. 

 

 
Screen–C38 

3.5.16 After all the required field are filled up, click on “Add Audit Office” button. 

 

3.5.17 Next, confirm the registration by clicking on “Complete Registration” button. 

(As shown in Screen – C39).  

  



41 
 

 
Screen–C39 

 

3.5.18  Audit User will be created and system will display message “Audit User 

created successfully”. (As shown in Screen – C40).   

 

 
Screen–C40 

 

3.5.19 Once a user is registered, an auto generated password will be sent to the 

created user’s registered email. (As shown in Screen – C41). 

 

3.5.20 In the first-time login, user will use this password. Then after logged in, system 

will force user to change his password. 
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Screen–C41 

 

 

3.5.21 View Audit User 

 

3.5.22 To view audit user list, click on “View Audit Users” link. (As shown in Screen 

– C42). 

 

 
Screen–C42 

 

3.5.23 You can see action links “Edit” | “View” | “Deactivate / Activate”. 

 

3.5.24 If you click on “View” link, then audit user details will be displayed in a new 

page. (As shown in Screen – C43). 

 



43 
 

 
Screen–C43 

3.5.25 To modify the details of an audit user, click on “Edit” link. Page will be 

displayed in editing mode so that you can be able to do required modification 

in the fields. Click on “Update” button to submit the changes. (As shown in 

Screen – C44). 

 

  
Screen–C44 

 

3.5.26 System will display message “Audit User updated successfully” and 

system will update the record also. 

 

3.5.27 If you want to deactivate an audit user, click on “Deactivate” link. 

 

3.5.28 After clicking on deactivate link, mention comments and click on “Deactivate” 

button. System will ask for confirmation, click “Yes”. As shown in Screen – 

H14. 

 



44 
 

Screen–C45 

3.5.29 Selected audit user will be deactivated in e-GP system and can’t be able to 

login until the account is activated. 

  

3.5.30  In future, if you want to activate the audit user again, then click on “Activate” 

link and follow the same process. 

 

3.5.31 If Deactivated user again logs in to system, then system will display message 

“Your account is deactivated. Please contact your Admin user”. 

 

 
Screen–C46 
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4. Audit Team 

 

4.1.1 Click on “Audit Team” from the menu to manage audit team. (As shown in 

Screen – C47). 

 

 
Screen–C47 

 

4.1.2 You can see all the formed audit team in the table. (As shown in Screen – C47) 

 

4.1.3 To create  audit team, click on “Create Audit Team” button. (As shown in Screen 

– C47). 

 

4.1.4 Then enter audit team name & add members in the team by clicking on “Add 

Audit Team Members” button. (As shown in Screen – C48). 

 

Screen–C48 

4.1.5 After clicking on “Add Audit Team Members” button, a pop-up will be displayed 

from where you have to select DG Office and its sub-ordinates Audit Office.  

 

4.1.6 After selecting DG office and Audit office, click on “Search” button. As shown in 

Screen – C49. 
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4.1.7 Then audit users of the selected office will be shown in list. Select the members 

from the list and then click on “Add” button to add members in team. (As shown 

in Screen – C49).  

 

 
Screen–C49 

 

4.1.8 After members are added in audit team, you have to assign team member role. 

As shown in Screen – C50. 

 

4.1.9 Audit team role can be Head, Supervisor & Member. Each audit team must have 

at least one member. No team can be formed without the head role where the 

head role can be given to only one member. Any two members in a team also 

can’t be given the supervisor role. 

 

 
Screen–C50 

 

4.1.10 After assigning the role of team, click on “Submit” button. 

 

4.1.11 You can edit a team by clicking on “Edit Team” link. This action can only be 

done before finalize mapping. (As shown in Screen – C51). 
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Screen–C51 

4.2 Map Tender 

 

4.2.1 C&AG admin can be able to map tenders into audit team for auditing purpose. 

To map tender into audit team, click on “Map Tenders” link of a specific tender. 

(As shown in Screen – C52). 

 

Screen–C52 

4.2.2 On click of “Map Tenders” link, system will redirect you in a page where you 

can map tender in team and able to set the time limit for team to access those 

mapped tender for audit purpose. (As shown in Screen – C53). 

 

4.2.3 Before mapping tender, you have to filter the tender first. You can filter tender 

by several parameter present in the search section, such as auditee 

department, its sub-ordinate auditee office, procurement nature, procurement 

type,  method, tender ID, reference no and contract sign date. (As shown in 

Screen – C53). 
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4.2.4 Use the department tree “ ” icon to select auditee department. If you want to 

map all the tender of an auditee office, then only select department and office 

from the search box.  (As shown in Screen – C53). 

 

 
Screen–C53 

 

4.2.5 After selecting the search criteria click on “Search” button and search result will 

be shown in table. (As shown in Screen – C54). 

 

http://192.168.1.147:8080/admin/AuditTeamMapViewCAG.jsp?isview=y&teamId=231
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Screen–C54 

 

4.2.6 After that, enter audit name, audit start & end date. Finally click on “Map 

Tenders” button. (As shown in Screen – C55). 

 

Screen–C55 

4.2.7 On successfully submitted, tenders will be mapped in team & system will show 

all the mapped tender in list.  

 

4.2.8 Mapped tender can be removed by clicking on remove “ ” icon, as shown in 

Screen – C56. 

 

Note: Mapped tender can only be removed if you have not finalized the 

mapping.   
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Screen–C56 

 

4.2.9 After clicking on remove icon, a pop-up is displayed for confirmation of removal 

of tender from mapped list. Click “Yes” & tender will be removed from the 

mapped list. (As shown in Screen – C57). 

 

 
Screen–C57 

 

4.2.10 Once mapped you can map more tenders if you want but before finalizing. To 

do this, click on “Map More Tenders” link. (As shown in Screen – C58). 
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Screen–C58 

 

4.2.11 After clicking on “Map More Tenders” link, you can be able also to remove 

previously mapped tender and map new tender. There are search option to filter 

tender. Follow the same process described previously for mapping tender. (As 

shown in Screen – C59). 
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Screen–C59 

 

4.2.12 By clicking on “ ” icon you can view the mapped tender. (As shown in Screen 

– C60 & C61).  

 

 
Screen–C60 

http://192.168.1.147:8080/admin/AuditTeamViewMapped.jsp?isview=y&teamId=246
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Screen–C61 

4.2.13 You can also be able to upload and view uploaded document by clicking on 

“Upload/View Documents” link of a specific audit team. (As shown in Screen 

– C60). 

 

4.2.14 After clicking on “Upload/View Documents”, click on “Choose File” options to 

select document from your device and enter description. Finally click on 

“Upload” button. (As shown in Screen – C61). 

 

 
Screen–C61 

 

4.2.15 On successfully uploaded the reference document, system will display 

message “File Uploaded Successfully” and uploaded file will be shown in 

list. (As shown in Screen – C62). 
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Screen–C62 

 

4.2.16 Click on “ ” icon to remove a document and “ ” icon to download the 

document. (As shown in Screen – C62). 

 

4.2.17 After document is uploaded, click on “Go Back” button to go back the audit 

team page. (As shown in Screen – C62). 

4.3 Finalize Mapping 
 

4.3.1 Once tender mapping is done, you can be able to finalize the mapping by clicking 

on  “Finalize Mapping” link. Before finalizing the mapping, audit team member 

cannot be able to access the mapped tenders for audit purpose. (As shown in 

Screen – C63). 

 

Note: After the mapping is finalized, you cannot be able to remove or map any 

more tender from team. Audit team edit option is also available before mapping 

is finalized. 

 

 
Screen–C63 

 

4.3.2 After clicking on “Finalize Mapping” link, you can see audit team members, 

mapped tenders in a new page. You can also remove a tender from this page 

before finalize mapping by clicking on “ ” icon. (As shown in Screen – C64). 

 

http://192.168.1.147:8080/AuditTeamDocsServlet?&docName=a1.png&docId=66&teamId=231&funName=remove
http://192.168.1.147:8080/AuditTeamDocsServlet?docName=a1.png&docSize=78777&teamId=231&funName=download
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4.3.3 Click on “Finalize Mapping” button ss shown in Screen – C64. 

 

 
Screen–C64 

 

4.3.4 Once successfully finalized, an SMS/email will be sent to the PE of mapped 

tenders informing them about auditing. Status is also changed as “Audit 

Finalized” as shown in  Screen – C65. 

 

 
Screen–C65 

 

4.4 Time Extension 
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4.4.1 C&AG Admin can be able to extend audit end date if the audit is not completed 

within the stipulated time. Audit Team don’t get accesses in the mapped tender 

until the time is extended if the audit time lapses. Time Extension link is 

generated only for the teams who have finalized their mapping.  

 

4.4.2 To extend time click on, “Time Extension” link. (As shown in Screen – C66). 

 

Screen–C66 

 

4.4.3 After clicking on “Time Extension” link, enter the audit end date & remarks. Then 

click on “Extend Time” button & on successfully submitted audit time will be 

extended. (As shown in Screen – C67). 

Screen–C67 
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5. My Account 

 

5.1 My Account >> View Profile 

 

5.1.1 If user would like to see his profile, then user has to click on “My Account >> 

View Profile” (As shown in Screen – D1) 

 

 
Screen – D1 

 

 

5.1.2 The moment user clicks on “View Profile” sub menu, the system will display 

the Profile of the respective user. (As shown in Screen – D2) 

 

 
Screen –D2 

 

13.2 My Account >> Edit Profile 

 

13.2.1 If user would like to “Edit” his profile, then user has to click on “My Account 

>> Edit Profile” (As shown in Screen – D3) 
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Screen – D3 

 

13.2.2 The moment user clicks on “Edit Profile” sub menu, system will allow the user 

to make the necessary changes in his/her profile e.g., Full Name, National ID 

and Mobile No. (As shown in Screen – D4) 

 

 
Screen – D4 

 

13.2.3 Once the update is made then user has to click on “Update” button, on click 

on “Update” revised/changed information would be updated on the system. (As 

shown in Screen – D4) 

 

13.3 My Account >> Change Password 

 

13.3.1 If user would like to Change his password, then user has to click on “My 

Account >> Change Password” (As shown in Screen – D5) 
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Screen – D5 

 

13.3.2 The moment user clicks on “Change Password” sub menu, system will allow 

user to modify/change his/her current password. System will ask the current 

password of the user and if the current password is matched then only system 

will allow the user to change his/her current password. User needs to provide 

the Current Password >>New Password >> Confirmed Password. (As 

shown in Screen – D6) 

 

13.3.3 On click on “Submit” button, revised/changed password would be updated on 

the system. (As shown in Screen – D6) 

 

 
Screen – D6 

 

13.4 My Account >> Change Hint Question and Answer 

 

13.4.1 If user would like to Change his/her “Hint Question and Answer” then user 

has to click on “My Account >> Change Hint Question and Answer” sub menu 

(As shown in Screen – D7) 
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Screen – D7 

 

13.4.2 The moment user clicks on “Change Hint Question and Answer” sub menu 

, system will allow user to modify/change his/her current hint question and 

answer. User has to select the Hint Question and needs to provide the Answer 

of the same in the answer field. (As shown in Screen – D8) 

 

13.4.3 On click on “Submit” button, revised/changed password would be updated on 

the system. (As shown in Screen – D8) 

 

 
Screen – D8 

 

13.5 My Account >> Preference 

 

13.5.1 If user would like to Change his “Preference”, then user has to click on “My 

Account >> Preference” (As shown in Screen – D9) 
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Screen – D9 

 

13.5.2 The moment user clicks on “Preference” sub menu, system will allow user to 

modify/change his/her Preference. (As shown in Screen – D10) 

 

13.5.3 If the user needs the Email Alert and SMS alert, then user has to opt for the 

YES and if not then NO. (As shown in Screen – D10) 

 

13.5.4 On click on “Submit” button, information gets saved on the system. (As shown 

in Screen – D10) 
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Screen – D10(a) 
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Screen – D10(b) 

 

13.5.5 User can also Update/Remove/Remove the preferences.(As shown in 

Screen-D11) 
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Screen – D11 
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Screen-D11(b) 
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