
Frequently Asked Questions (FAQs)
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FAQ #1 – Why is there no “Generate 
Contract” button in CM?

For Post-Review activities you will
need to click “Generate Contract”
after completing the roadmap.

 For Prior Review activities the
“Generate Contract” button will not
show in the top right corner.

 You will need to click on the
“review” tab instead.
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FAQ #2 – I have uploaded the Draft 
Negotiated Contract but I cannot enter the 
“Date this Action Occurred”. How come?
Uploading the Draft Negotiated Contract is
only partially completing this stage.

All Shortlisted candidates need to be
evaluated under “Datasheet” before user can
enter a date. Once date entered, datasheet is
fixed.
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FAQ # 3 – When am I required to upload a Signed 
Beneficial Ownership Disclosure (BO) form?

The winning bidder is to provide BO information
for “all procurement that is subject to international
competition, open or limited.”

Form is sent by PIU to the Contractor/Supplier and
they will fill out the BO form:
 Beneficial Ownership Disclosure Form

Signed BO form and information uploaded by PIU under
Notification of Award (NOA) stage.

BO information provided 1st and then go back to
Documents Tab, NOA uploaded 2nd, NOA Date entered 3rd .
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FAQ #4 – I am not getting the option to 
upload documents. Why not? 
 Users often find that the option to upload
documents does not show in STEP.

 It does not necessarily mean that you don’t
have the required roles assigned.

You just need to wait 20-30 seconds for the
page to completely load.
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FAQ #5 – Why is there no Green tick 
showing next to Signed Contract in STEP?

 STEP will no longer show a green tick next to
“Signed Contract” after the contract has been
uploaded in CM.

 It also won’t populate a date in the “Actual
Date” column.

 You will need to rely on the status in the
Contract Management System.
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FAQ #6 – Why is there no “Ready to be 
Signed” contract showing under NOA stage?

Two possible reasons:
1. Stage before Standstill is incomplete
2. Standstill Stage needs to be completed and

isn’t

Standstill Period needs to be entered when
multiple vendors have placed bids.
For individual consultants, usually a standstill period is

not required unless it’s for an international position.

Notification of Intention to Award should be
circulated to all participating bidders promptly
following Bank NO to Bid Evaluation Report.

Unsuccessful candidates given 10 business days to
dispute the recommended awardee.
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FAQ 7 – Do ALL evaluated suppliers need 
to be “Evaluated” in STEP?

1. When you are entering evaluation details at Draft
Negotiated Contract or Recommendation for Award
stages you list ALL candidates that were evaluated.

2. You do NOT just list the candidate that was
recommended.

3. The information in STEP should reflect the
information in the evaluation report.

4. EG: If five (5) candidates have been evaluated,
then in STEP four (4) should be listed as evaluated
and one (1) as recommended.
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FAQ #8 – The selected bidder is spelt 
incorrectly or listed under the incorrect 
trading name. What do I do? 

1. If this has been flagged by the Bank because the
activity has been submitted for the Bank’s review,
you will need to click on the Review tab and click
“Recall Review”.

2. You will then need to click on the datasheet tab and
delete the existing contracts.

3. Select Identify Bidders and then you can “+ Create
Supplier” under the correct name
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FAQ #9 – What is the new “Rollback” Feature?

New feature introduced allowing users
to “Rollback” if a mistake needs to be
corrected.

How? User needs to click on the stage
after the most recently completed
(ticked) stage in the roadmap and the
rollback button appears in the top right
corner.

Rollback feature is also functioning in
the Contract Management Module.

21



FAQ #10 – What value and currency do I 
enter at Draft Negotiated Contract stage?
The “Contract Price/Currencies” field at Draft
Negotiated Contract (DNC) stage is the
contract ceiling price and currency that the
supplier will receive.

The amount entered here is the amount that
the supplier and client have agreed on.

It is NOT the budget estimate for the
contract.
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FAQ #11 – What is the difference 
between Milestone vs. Time-Based?

 If the contract exceeds $150,000 USD, you need to create a CM
Plan.

 If it does, then you need to create a plan that reflects the
contract:

1. Milestone/Lump-Sum: The supplier is paid based on the
completion of deliverables.

2. Time-Based: The supplier is paid based on their time
worked.

 If the contract is lump-sum, then you tick “Yes” under Linked to
Payment.

 If the contract is time-based then you tick “No” under Linked to
Payment. This means you do not need to enter information
under Payments. Payment tab will look like this
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FAQ #12 – How do I process an activity in STEP 
for Non-Consulting Services where numerous 
personnel are being contracted? 

STEP Users often find it difficult creating
activities in STEP where dozens of personnel
need to carry out work under one package.

For Example: If a TOR requires 45 youth
facilitators to carry out the same work, does
this mean I need to create 45 contracts under
one activity?

The Answer: No, you don’t.

You need to do the following:
1. Create an Activity for Non-Consulting Services.
2. Make sure the estimate value is the TOTAL value of all

contracts.
3. Request WB Procurement Specialist to manually

change activity to post-review when PP is submitted
for clearance

4. At Evaluation Stage you just create one contract.
5. However, the contract price you list in STEP is the total

value of all 45 contracts.
6. At Signed Contract stage you then upload one signed

contract as the Mandatory Document and the other
44 contracts as the “Supporting Documents”.
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FAQ #13 – How come I can’t submit the 
REOI for the Bank’s Review?
If the system is showing this screen and you
are NOT able to Submit the advertisement for
the Bank’s review, it means the system is
stuck.

You need to “rejig” the system by:

1. Clicking on “Edit”

2. Delete something minor in the
advertisement. Eg: one word, full stop, etc

3. Retype what you deleted and click “Save”

Then when you click on the “Review” tab,
your screen should look like this
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FAQ #14 – Do you enter the With or 
Without Tax Value in the Payment Plan? 

The total value of all deliverables in the
payment plan needs to add up to the value
entered at Draft Negotiated Contract (DNC)
Stage.

Therefore, if the amount at DNC included tax,
then the amounts entered in the Contract
Management Module for the Payment Plan
need to include tax.
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FAQ #15 – Why are the documents failing 
to load in STEP?
Several users have reported that they are
unable to load documents into STEP or the CM
system.

They will often receive an email from
“STEPadministrator” like this

What is the issue? The issue is that you most
likely have special characters (eg: %$#^@&) in
the name/description of your document.

Solution: Please remove any special
characters, punctuation, etc. Keep it alpha-
neumerical (eg: 123abc)
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FAQ #16 - Can I create multiple contracts 
under one activity? 

STEP allows clients to create activities with
multiple contracts.

Eg: If a consulting firm is conducting both the
Design and Supervision of Works, then you can
create 1 x Lump-Sum and 1 x Time-Based
contract under the same activity.

To make this happen, you need to select
BOTH Lump Sum and Time-Based when
creating the activity.
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FAQ #17 – How come I cannot “complete” or 
“Terminate” a contract in the CM Module?
If you are unable to list a contract as
Completed or Terminated in the CM Module, it
is most likely due to one of the following:

1) There is an incomplete Contract
Amendment. Please go to the latest
amendment (if any) and make sure that
the signed version of the latest
amendment is uploaded and then Submit.

2) There is an incomplete CM Plan. You have
created a Plan but not finalised it or
finalised it but not entered any actuals.
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