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1) After going in the BoQ section, click export to excel  

 

2. then the excel file will be downloaded as shown below. 

 

 

 

 

3. Then  open the file and select all and copy the content . [click  on enable editing if enable editing is 

displayed as shown in fig below.] 

 

 

 



 

4. The copy the all contents in the excel sheet mentioned above [for this press CTRL + A ] and create new 

excel file and paste it on the created new excel file and save the file . it is displayed as given below. 

 



 

5. Then open the estimate file and copy the estimate and covert it in to the value. The estimate file 

content shall not be in link. 

 

  



6. after converting into the value the excel sheet is displayed as given below. 

 

 

7. then copy the general (which is the main item ) into the previously created new excel file and paste it 

under the sector below the  provisional sum as given in figure below. 

 

 

 

 

 

 



 

 

 

 

8. copy the sub items as shown in above figure ( item descp, unit, qty and rate) and paste it under the 

item description, unit , quantity and official rate as show in fig below. 

 

 

 



9) the merge the rows as given in fig below. 

 

 

 

 

 

 

9.1 repeat the steps from 7 to 9 until all the items are copied. 



10. then click on the choose file as shown below.  

 

11 then chose the created excel file as shown in fig below: [ here the BOQ_1 is the file that was created 

before] 

 

12 . click at open  

 

 



 

13. after clicking at open the selected excel file is shown as below. 

 

 

14. then click at import 

 

 

15 after clicking at import the BOQ items are uploaded . 

16 after the boq items are uploaded then add contingency amount by typing in the text box as given 

below.  

 

 

17. check the amount and then click at save and next 

 

In case of ps item 

1) If there not PS item then do as below. 



 
2) If there is PS item then enter the value as per BOQ. 



Uploading Addendum Documents 



Manual for uploading addendum documents 

1. Step 1: login using creator login credentials and the following dashboard displays as: 

                

2. Step 2 : click at Procurement Execution as shown in Dashboard below:  

 

 
 

3. Step 3 : After clicking at Procurement Execution the dropdown list is displayed and from the 

dropdown list click at Upload additional bid documents as shown in Dashboard below:  

 
4. Step 4: After clicking at Upload additional bid documents  the following dash board is displayed as : 

 
 



5. Step 5 : Select Addendum document instead of Bid Document . . 

 

 

6. Step 6 : Click on the magnifying glass icon as shown in fig below: 

 

 
7. Step 7 : After clicking on the magnifying glass icon  the published tenders as listed below as: 

 
8. Step 8 : Then select the tender to amend from the list . in the above figure , the tender no DROMNR-

01-074/75-04 is selected. ( Note : Only one tender at a time.) 

9. Step 9 : Then click at select as shown in figure below. 

 

 



 

10. Step 10 : Then click search button. 

 
11. Step 11 : After clicking search button the Document upload options is displayed as shown in figure 

below: 

 

12. Step 12 : Then click the choose file button and upload the file. After clicking on choose file button 

upload file. After uploading file click submit. 


