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1. Public Procurement Portal 

 

Public procurement procedures, after their publication by the Procurement Dependent Body or the 

Management Unit of the Framework Agreement, shall be made available to invited and interested suppliers 

on the Public Procurement Portal for consultation. 

 

 
 

Through the Procurement Portal, the user can register to access the portal.  

To access the portal the user must follow the link below: http://compraspublicas.minfin.gov.ao 

 

By accessing the portal, the user can find, in the main menu, necessary information related to Public 

Procurement. 

 

 
 

The main menu consists of the items and sub-items described below: 

 

• Models 

o Procedural Documents 

o Contract Templates 

o Tender Documents 

o Resources Presentation Support Templates 

o Procedure Withdrawal Form 

o Annual Procurement Plan Template 

o Flowcharts 

• Legislation  

o Public Procurement 
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o The General State Budget 

o Public Procurement Bodies 

o Others 

• Suppliers 

o What is the Supplier Portal Registration? 

o What are the Advantages of Being Registered? 

o How to Register? 

o What are the Advantages of Being Certified? 

o Who Can Sign Up? 

o Documents for Registration 

o Restricted Suppliers  

o The Suppliers’ Guide 

• Publications  

o The Annual Procurement Plan 

o The Statistical Bulletin 

o The Newsletter 

o The Manual 

o The Annual Report 

o Others 

• Press Room 

o News 

o Articles 

o Gallery 

o Events 

o Videos 

• Electronic Platform  

o What are they? 

o How does it work 

o Licensed electronic platforms 

 

In the section "Here you find" the user will have quick access to the main items: 

 

 

 

 

 



 

 

User´s Guide 
República de Angola 

Ministério das Finanças 

 

 
SNCPE – Public Procurement Portal                                                                                 Page: 2.1-6 of 73 
 

 
 

The supplier’s first step in the Public Procurement Portal is to register in order to start the application process 

for a public procurement procedure. 

This action can be done through the "Supplier Registration” option. 

2. Registration of the Supplier to the Public Procurement Portal 

 

To register the supplier in the Public Procurement Portal, click on the option Supplier Registration: 

 

 
 

The system displays the "Register" window containing the initial registration step of selecting of the Supplier's 

Nationality. In the Supplier registration process, the system displays two options to indicate the nationality, 

"National" and "Foreign". 

The registration information is proportional to the type of nationality selected. 

The user selects the National or Foreign option. 
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When selecting an option, the system displays the registration window corresponding to this nationality. 

2.1 National Supplier Registration 
For the registration of a national supplier it is necessary to provide the TIN (Tax Identification Number).  

The system retrieves the name that is associated with the reported TIN and updates the "Full Name" field. 

 

 
 

By clicking on the Captcha button, the user should select the images corresponding to the term, as shown in 

the example below: 
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When the user selects the corresponding images and clicks the Validate button, the system returns to the 

registration window for completion. In this case the user simply clicks the "Register User" button. 

 

 
 

If the entry has been properly filled in with valid data, the system displays the message " User successfully 
created, an email will be sent to you containing the access information". The user can confirm the message in 
his registration e-mail as shown in the example below: 
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The e-mail contains the user name and password so that the user can access the portal. 
 

Relevant Information: 

1- The system validates if the TIN entered is registered in the AGT´s database. 

2- The system sends e-mail with the access information therefore; the user must provide a valid e-mail in order 

to register and access the portal. 

3- For security measures, the system makes available in the registry the code Captcha, which is mandatory to 

complete the user's registration. 

4- After completing the registration, it is necessary that the user access the e-mail used in the registration to have 

access to the portal access information. 

5- The password sent by e-mail by the system is temporary. Once the first access is made, the user must change 

the password. 

 

 

2.2 Registration – Foreign Supplier 

 
The registration process of a Foreign Supplier has some distinct characteristics compared to the registration 
process of a National Supplier. 
 
It is necessary to enter the Country, the Identification Number, the Name, E-mail and confirmation of the E-
mail. 
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The entry process of the Captcha code in the Foreign Supplier Registration applies in the same way as 

described in the section "National Supplier Registration". 

 

3. Access to the Portal 

 
The supplier, when registered in the Procurement Portal, can consult the public procurement procedures that 

are published, as well as register to participate in the public procurement process. 

Once registered, the supplier can submit the bid to participate in the procedure and thus monitor the process 

of evaluation of the tenders and when approved may participate in the electronic auction. 

This functionality allows the Supplier registered in the Portal, to have user access and valid password to 

register and submit the application and tender to participate in the various types of procedures of public 

procurement. 

 

To access the portal, click on the "Access the Portal" option: 
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The system displays the "Authenticate" window. The user should select the "State Supplier" tab by clicking on 

it, as shown in the example below: 

 

 

 

Enter the data in the E-mail address and Password fields as shown in the example below and click on the 

"AUTHENTICATE" button: 
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When the first access is made, the system prompts the user to change the password by default (password sent 

by e-mail). In this case, the window below is displayed: 

 

Relevant Information: 

1- This process "Change Password", the system requests it only at the first access.  

In another moment, according to your needs, the user may request a change or recover their passwords, if 

necessary. 

 

After accessing the system, the window below appears: 
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The system displays the "Suppliers" window, on which the user can perform the following actions: 

• Link a Supplier  

• Back to Home Page 

• Disconnect 

4. Link a Supplier  

After accessing the Portal, click on the option [Link a Supplier]: 

 

 
 

The system features an explanatory message regarding the next steps for linking the supplier to the user 

logged into the platform.  

To access the registration form, click on the button Continue: 
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The initial phase of registration consists of the selection of the Supplier's nationality. The system displays the 

"New Supplier" window: 

 

 
 

In the Supplier registration process, the system provides two options to indicate nationality, "National" and 

"Foreign". 

 

4.1 Linking to a National Supplier 

 
In order to Link to a National supplier, it is necessary to provide the Tax Identification Number:  
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After validating the Tax Identification Number, the system displays the associated supplier's record with the 
status "Registered". 
 

 
 

4.2 Linking to a Foreign Supplier 

 
Linking to a Foreign Supplier has some distinct characteristics compared to the registration of a National 
Supplier. 
 
The Identification Number, Country and Full Name must be provided. It is noteworthy that the identification 
number refers to the number that identifies the supplier in his/her country of origin. 
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After filling in the Identification Number and clicking on the Search button, the system requests the following 

information: "Country" and "Full name". 

 

 
 

After completing the necessary information, click on the "Associate Supplier" button. The system displays the 

message "Supplier Linked to your account successfully". 

 

The system updates the window with the list of Linked Suppliers: 
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5. Complementary Supplier Linkage Registration  

 
After linking to a supplier, the user can add to his/her link.  

Access by clicking on the Register of the Linked Supplier: 

 

 
The system displays on the window the Supplier registration form as well as a side-menu with basic supplier 

information. 
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In this phase, the system displays the registration section, where the user can register the identification 

information. 

 

5.1 Registration/Identification 

 
The supplier's registration includes the following sections: "Address", "Details", " Legal Representatives' 

Contacts" and Other Contacts. 

 

• Address 

 

In this section, for the national supplier, the system provides information according to the taxpayer database 

(AGT). If the supplier has Foreign Nationality, only the Country of Origin is provided. 
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• Details 

 

In this section, it is essential to provide the "Size of the Company" and the "E-mail". 

 

 
 

• Legal Representatives' Contacts 

 

In this section it is required to fill in the information of the Legal Representative. 

Click on the link as indicated: 

 
 

The system presents a form for the registration of the "Legal Representative". After filling in the information, 

click on the Save button: 
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The system displays the legal representative's registration with the options to "Edit" and "Delete". 

 

 
 

By clicking "Edit", the system displays the registration screen with the information that can be changed. 

By clicking on "Delete", the system deletes the registration of the legal representative. 

 

• Other Contacts 

 

In this section it is required to fill in the details of another contact. 

Click on the link as indicated: 

 
 

The system displays the "Other Contacts" registration form. After entering in the information, click on the Save 

button: 
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The system displays the contact record with the options for "Edit" and "Delete". 

 

 
 

By clicking "Edit", the system displays the contact's registration window with the information that can be 

changed. 

Clicking on "Delete" deletes the registration of the contact.  

 

After completing the identification data, the user clicks on the Save button: 
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To register, the system displays an information message below. Click on the option, as indicated below: 
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The system displays a success message and provides other options in the side menu, such as Procedures, 

Framework Agreement and Debts. 

 

The system also provides a summary with basic information, such as supplier status, Protocol Status, TIN and 

Protocol. 

 

 
 

The user will also be able to follow the phases of the supplier registration process that are finalized, as well as 

those that are incomplete, such as "Identification" and "Documents".  

As the registration reaches 100%, the system displays a progress bar indicating the progress of the activity. 

The blue color indicates what has already been done in the phase and the gray color indicates what remains 

to be done. 

 

5.2 Registration /Documents 

 
After completing the registration in the step “Identification”, the system provides another step, the 

Documents Registration: 
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To attach the document, click on the document description: 

 

 
 

The system displays the field for attaching a document. Click the Find button: 
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The system presents the option to search for the file to be attached. The user identifies the file and confirms 

to add: 

 

 
 

When added, the system identifies that the file is 100% complete. After including all the documents, the user 

must click on the save button: 
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The system enables the option to send the supplier’s registration for analysis. The user must click on this 

option: 

 

 
 

 

5.3 Bank Address/Registration 
 

When the user does not have a registered Bank Address, the system displays the option for registration. Click 

on the option: 
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The system displays the window for entering a new supplier´s banking address. Fill in the required fields and 

click on the Consult Iban button: 

 

 
 

Confirm Registration: 
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5.4 Upload the Registration for Analysis 
 

The registered information is sent to the National Directorate of State Property (DNPE) which will be 

responsible for analysing the information and documents made available in the registration process. 

 

The system presents a Statement of Truth, in which the user must confirm the information and Confirm the 

Submission: 
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Click on the Supplier that will participate in the tender in the [Select] option, the system displays the window 

below with various search filters: 
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Fill in the search filters or click on the [Search] option without filling in any filters, the system displays the table 

with the search result: 
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To access the portal the user must follow the instructions below: 

 

 

 

 

 

 

 

 

 

 

At the bottom of the page you will find the "Recent Public Tenders" tab, where you can browse the tenders 

from the Contract Notice phase up to the Award of the Contract. 

 

 
 

To view the tenders, click the [View All Public Tenders] option, the system displays the list of all tenders. 
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To consult a specific tender, click on the desired tender, the system displays the window with the tender detail: 
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6. Procedures 

6.1 Search of Procedures 
This feature allows the search of the various procedures of electronic public procurement. Go to Procedures 

on the side menu: 

 

 
 

The user provides the desired filter and clicks the search button. The system displays the records 

corresponding to the search filter(s): 

 

 
 

The procedures with table-based training are presented as follows: 
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6.2 Make an Application 

 

To register for the Bidding, click on the option to expand the registration field, as indicated below: 

  

 
 

 

The system displays the actions: [Detail Procedure] and [Apply].  

 



 

 

User´s Guide 
República de Angola 

Ministério das Finanças 

 

 
SNCPE – Public Procurement Portal                                                                                 Page: 6.2-35 of 73 
 

 
 

 

Detail Procedure 

 

 
 

The system presents the option [Apply], if the supplier is not registered, so that he can make his application. 

 

Click on the option [Apply], the system displays the message: 



 

 

User´s Guide 
República de Angola 

Ministério das Finanças 

 

 
SNCPE – Public Procurement Portal                                                                                 Page: 6.2-36 of 73 
 

 

Or 

When necessary, payment of documents by a National supplier: 

 

Or 

When necessary, payment of documents by a Foreign supplier: 
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For procedures whose procurement of documents is costly, and the supplier is National, a payment slip will 

be generated that must be paid at the bank. After the payment is verified, the Supplier's status is modified to 

Registered and the documents are made available for download. 

For procedures whose procurement of documents is costly, and the supplier is Foreign, proof of payment must 

be uploaded and made available so that the EPC (Public Contracting Entity) can conduct the necessary 

payment checks. After confirmation of payment, the Supplier's status is modified to Registered and the 

documents are made available for download. 

Important Information: 

1- Applications can be made when the status of the procedure is Published, or Rectified. 

2- Limited Tender by Invitation and Simplified Contracting  

In these types of procedures, the documents are made available together with the invitation, there is no need to pay for 

the documents. 

3- After registering and verifying the payment of the documents, if the procedure is costly, the system updates the 

status to Registered. 

 

 

For SIMPLIFIED CONTRACTING PROCEDURES, only invited suppliers may participate in the public procurement 

procedure. 
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6.3 Obtaining the Documents  
 

For the Supplier to obtain the Documents click on [Obtain documents] option 

 

The system provides the documents of the public procurement procedure linked to the tender in which it 

intends to bid, the system displays the following window: 

 

Click on [Download] button to download the documents and templates necessary for the application. 
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6.4 Request Clarifications 
 

The Supplier requests the Contracting Public Entity for a clarification regarding the published procedural 

documents, in order to better understand and interpret the procedural documents. 

Click on [Request Clarification] tab  

 

The system displays the window below: 
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Fill in the fields on the window and click on [Register], the system saves the clarification information and sends 

it to the Contracting Public Entity to answer the enquiry and makes the question available in the list of 

clarification questions, with "Sent" status. 

The Supplier receives an e-mail confirmation of the clarification question made. 

6.5 View Clarifications 

 

The Supplier visualizes the details of the clarifications, with the questions asked and the answers issued by the 

Public Contracting Entity, and thus allows the understanding of the published documents. 

Click on [Preview Clarification] option: 

 

The system displays the window below: 
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When viewing the clarification, the Supplier may request further clarification in the [Request Clarification] 

option. This option will only be available when the bidding period is open. 

6.6 Complementary Application 
 

The "Complementary Application" action should only be available for "Public Tender for Prior Qualification" 

procedures.   

 

Click on the [Complementary Application] Option 
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Note: Applications can be made when the status of the procedure is, Published for Qualification, or Rectified 

in the Qualification. 

 

6.7 Upload Technical Capacity File 

 

The Supplier uploads the files of the Technical Capacity documents required to participate in the public 

procurement procedure. 

 

 

Click on [Select] Option and the window below appears to select the file to upload. 
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After uploading, click [Confirm], the system displays a confirmation message for submission. Click [Yes], the 

system displays a success message.  

6.8 Upload Financial Capacity File 

 

The Supplier uploads the files of the Financial Capacity documents necessary to participate in the public 

procurement procedure. 
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Click on [Select] Option and the window below appears to select the file to upload.  

 

 After uploading, click [Confirm], the system displays a confirmation message. Click on the option [Yes].  

After attaching the Technical and Financial Capacity documents, the system enables the [Submit Application] 

option, click on it, the system presents the summary of application, as shown in the image below: 
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Click on [Submit Application], the system presents the summary of the Application: 

 

 
 

The system displays the message "Confirm that the application has been sent for participation in the 

qualification phase?". 
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Click on the option [Yes]. The system displays the Proposal delivery receipt so that the Suppliers can print it: 

 
 

The system modifies the Supplier's status to Submitted Application, if the Supplier needs to reprint the 

receipt, the [Application Receipt] option is displayed. 

 

6.9 Complementary to the Proposal 
 

The Supplier complements the proposal of a certain public tender procedure, so that it is possible to submit 

the documents necessary for the qualification and submission of public procurement proposals for the items 

it wishes to supply to the State of Angola. 

Click on [Complementary Proposal] Option 
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Initially the [+ Associate Items] Option is displayed, as shown in the image: 

 

6.10 Tender Submission - Allocation by Lots  
In the allocation by lots, the suppliers will submit the proposal by lots, i.e., select the desired lots and then 

click on the [Confirm] option. 

 

Important Information: When selecting the lot, all the items that make up the lots are automatically selected, and the 

estimated value of the item is displayed by the Public Contracting Entity. The Supplier can view the technical specifications 

linked to the items from which he/she intends to bid, click [View], the specification will be displayed. 

By clicking on Confirm, the system displays a confirmation message. Click [OK], the window below appears 

with the details of the procurement procedure: 
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The Supplier's status changes to Proposal in Preparation. 

6.10.1 Delete Lot 

Select the batch and click the [Delete selected items] button.  
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The system displays the message, asking to confirm the deletion of the items. When you confirm, the system 

deletes the lots from the supplier item list. 

If the supplier wants to associate again the lots, s/he must access, with a click, the Associate Items option. 

On the homepage, the user has access to the section "Here you find", which presents the procedures 

registered in the purchasing portal. 

 

6.11 Upload Qualification File 

 

The Supplier uploads the file(s) of the qualification document(s) required to participate in the public 

procurement procedure. 
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Click on [Select] Option and the window below appears to select the file to upload. 
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After uploading, click [Confirm], the system displays the confirmation message "Do you want to complete the 

submission of the documents related to Qualification?". Click [Yes], the system displays the success message.  

6.12 Upload Base Proposal File 

 

The Supplier uploads the file(s) of the Tender document(s) required to participate in the public procurement 

procedure. 

Click on [Upload Files] option: 
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Click on [Select] Option and the window below appears to select the file to upload. 

 

After uploading, click on [Confirm] option, the system displays the message "Do you want to complete the 

submission of the documents related to the Base Proposal?". Click [Yes], the success message is displayed. 

6.13 Load Financial Proposal 

 

The Supplier registers the Financial proposals of the procedure items so that it is possible to participate in the 

public procurement procedure. 
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The system presents the necessary fields so that the Supplier can fill in the financial proposals for each item 

of the public procurement procedure and click on [Confirm] option. 

 

The system displays the message: Do you want to save the entry in the current state? Click on YES, the system 

displays a success message. 

The system displays the complementary proposal window: 
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Click on [Send Proposal] option, the system displays the Proposal Summary window. 
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Click [Send Proposal], the system displays the confirmation message "Do you wish to finalise the submission 

your proposals?", Click on [Yes] option.  

The system displays the receipt for the submission of the Proposal, so that the Suppliers can print: “Proposal 

sent successfully!” 

 
 

The system modifies the Supplier's status to Submitted Proposal.  
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Depending on the need, the user can reprint the receipt, [Submission Receipt] or [Cancel Submission] is 

displayed.  

 

 
 

6.14 Notices and Documents 

 

Suppliers who have submitted tenders can view the notices and documents that will be made available during 

the electronic procurement procedure. 

 

 
 

Notices and documents are presented to suppliers that were registered in the public procurement procedure, 

considering the stages of the procedure or to those suppliers that were invited in the type of procedure 

"Limited Bid by Invitation". 

 

It should be noted that the invitation to participate in the public procurement procedure contains information 

that is exclusive to each supplier, therefore, the invitation will only be presented to the invited supplier. 

 

To view the notice, click on the icon  
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The system presents the documents for the Supplier to download and follow the Public Procurement process. 

 

In the Electronic Auction and Procurement phase, in addition to the notice presented on the portal, the system 

sends an email to Suppliers inviting them to bid for the auction and notifying them of the procurement of the 

items. 
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Electronic Auction Invitation  
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6.15 Guarantee 

 
During the process of preparation of the public procurement procedure, the Contracting Public Entity, 

records various information relating to the process of opening public procurement. Among this 

information the "Definitive Guarantee" information is included, which on being informed, the 

supplier(s) awarded for the procedure in question will be notified to provide the definitive guarantee 

within the prescribed deadline. 

 

Important information: The procedure for the formation of the framework agreement does not apply to the 

provision of the guarantee. 

After identifying the procedure on the Purchasing portal in which the supplier must provide a guarantee, click 
on "Guarantee" option, as indicated below: 
 

 
 
 
The system displays the following window so that the supplier can upload the guarantee document: 
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6.15.1 Submit Definitive Guarantee 

 
The supplier, in the process of the contract procurement, must deliver the receipt of the definitive guarantee 
for the proof of deposit to be analysed by the Contracting Dependent Body and thus be effective as the 
contractor for the said lot(s)/item(s).  
 
The system provides the TIN and the name of the supplier for the provision of the guarantee, the value of the 

definitive guarantee that the supplier must provide for the successful tender. To attach the document, click 

on Select option: 

 

 
 

The supplier may upload the file that proves the payment only until the deadline for guarantee. 

 

After uploading the file, click the Confirm button as shown below:  
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The system displays a message asking for confirmation: "After the analysis of the document by the Contracting 

Dependent Body will not be allowed to change the inserted files. Do you want to upload the inserted files?” 

 

 

 
 

After confirmation the system displays the success message:  
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Important Information:  

 

The supplier shall deliver the definitive guarantee document by the deadline for delivery of the guarantee as 

defined in the supplier's procurement notice for the item. 

After the deadline for delivery of the definitive guarantee document, the sending of the said document is not 

allowed. 

 

The user will be able to view the final guarantee file through the "View" action, before and after the upload 

confirmation. 

 

6.15.2 Removal of the Proof of Guarantee Document 

 
The document proving the provision of the security may be deleted by the supplier if it is not examined by the 

Contracting Dependent Body and if it does not exceed the deadline for the provision of the guarantee.  

To delete the document, click on "Remove" action as indicated below: 
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The system displays the message "Operation successfully completed" and allows the user to re-include the 

file, if it meets the criteria for the deadline for payment of the guarantee. 

6.15.3 View Items  

 
Click on option to list the items:  
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The system displays the list of items, for which the supplier is being procured, with the option to view the 
technical specification for each item.  
To view the technical specification of an item, click on option View corresponding item:  
 

 
 
The system outputs the technical specification of the item: 

 
 
 

7. Electronic Auction 
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To participate in the electronic auction, the Supplier consults the public procurement procedures that the 

invitation to participate in the electronic auction was sent to view the summary of the finalized electronic 

auction and/or bid on it. 

To access the auctions, the user must use the side menu and click on the 'Electronic Auction' option, as shown 

below: 

 

 
 

Fill in the search filters or Click on the [Search] option without filling in any filters: 

 

 
 

The remaining time is displayed according to the time at which the auction was scheduled, and the remaining 

time for the start of the electronic auction is displayed as scheduled. When the time set for opening the 

electronic auction is reached, the counter will display the time 00:00:00 (Hour/minutes/second). 
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Note that the supplier can access the bidding area 30 (thirty) minutes before the start of the electronic auction, 

but the line items are only open to bids after the opening of the auction. 

 

 
 

After the auction opens and the commission opens the bid, the user can place bids: 

 

 
 

7.1 Making up Bid 

 

After the Open Bid evaluation commission, the Supplier receives the following message in the Messages area: 
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The line item is automatically opened for Suppliers to enter bids. 

 
 

Enter the value of the Bid and click [Send], the system displays a confirmation message regarding the unit 

value and the total of the item: "Confirm the unit bid in the value of 26.00? Remember that the total value of 

the item is 2,860,000.00." After confirming the system presents a success message. 

 

The system updates the last bid given by the Supplier. The Unit Value and Total Line Item Bidding Total.  

 

 
 

Your Last Bid: submits the last valid bid offered by the Suppliers to the requirement item. If the Supplier has 

not yet sent a bid to the requirement item in the electronic auction, the system initially displays the value for 

the proposal. 

Lowest Bid: Shows the lowest valid bid, out of all Suppliers' bids, to the requirement line item. If the 

requirement item has no bids in the electronic auction, the system identifies among the bids the lowest bid to 

be submitted as the lowest bid. 
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To view the bids made by other Suppliers click on the options:  or, the system displays the window: 

 

 
 

The Supplier only sees the name of your company, the other systems treats as being "Supplier".  

7.2 System Messages 

 

Messages submitted during the auction are sent by the evaluation committee.  

Click the Messages Option:  

 

 
The system displays all messages sent by the commission: 
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7.3 Auction Summary 

 

The system provides the [Auction Summary] option after the end of the auction for Suppliers to see the auction 

result: 
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7.4 Side menu - Operation guide 
 

In this menu, the user can get information quickly, just position the mouse on the side, and the system 

expands the information. 

 

 
 
 
 
The user may check the information: 
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Name of the Supplier 

 

 
 

Supplier Situation 

 

 
 

Status of Protocol 

 

 
 

 
NIF/ Supplier Identification Number 

 

 
 

The System displays the action buttons: 

 

• New 

• Replace 

• History 

 

In the Side Menu, the system displays the Registration, Procedures: 

 

 
 

In the Side Menu, when you expand the Registration menu, the system displays the options: "Identification", 

"Bank address", "Activity" and "Document":”  
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8. Acronyms 

 

DLI – Tax Settlement Document 

EPC – Public Contracting Entity 

PCP – Public Procurement Procedure 
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 Historical 

  

 

Date Version Description Responsible Area 

26/07/2017 

 

1.0 Elaboration of the Supplier 

 Manual 

SETIC 

22/08/2017 2.0 Manual Update SETIC 

23/10/2017 3.0 Manual Update SETIC 

06/02/2018 4.0 Manual Update (Prior Qualification) SETIC 

12/11/2018 5.0 Manual Update SETIC 

14/06/2019 6.0 Manual Update SETIC 

19/06/2019 7.0 Manual Update SETIC 

 

 

 

 


