Frequently Asked Questions (FAQs)




FAQ #1 — Why is there no “Generate
Contract” button in CM?

Home ¢ Projects / Proturement Pian / Activity Details & Roadmap / Contrect Listing / Contract 1
Ready to be Signed Contracts
Reference No: PG-DOC-27309-GO-RFQ

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

Reference No Review Type Procurement Cats egory Procurement Method ~
PG-DOC-27309-GO-RFQ Pos: Review Goods Reques: for Quotavons.

. . « e < STEP contract Management S
+%* For Prior Review activities the ? £ @ :
Contract 1 ® OError ~

”Generate CO ntract" button Wi” not Project Name: Republic of the Marshall islands Urban Resilience Project (P177124)
show in the top right corner.

Roadmap Key Dates ® Review
&l As @ Assig t
» You will need to click on the R contracts O reric

“review” tab instead. T o e BT

< Back CONTINUE
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FAQ #2 — | have uploaded the Draft
Negotiated Contract but | cannot enter the
“Date this Action Occurred”. How come?

<»Uploading the Draft Negotiated Contract is R
only partially completing this stage. =B
<*All Shortlisted candidates need to be —
evaluated under “Datasheet” before user can —
enter a date. Once date entered, datasheet is
fixed. e —
=

Amount

eeeeee

rrrrrrrrrr

Duration * Evaluation Currency * -
s can be added
373.00 Days W N
4 Final Evaluation Price *
jvals evaluated for the contact *
currency
@) womoswue



FAQ # 3 —When am | required to upload a Signhed
Beneficial Ownership Disclosure (BO) form?

Documents Beneficial Ownership Review Check Entiies
**The winning bidder is to provide BO information - S———
for “all procurement that is subject to international © v s _ LI sharvdwose
competition, open or limited.”

349 Dominion Road , Mt Eden Auckland 1024, New Zealand © Datasheet
S, Beneficial Ownership

) . g =
“*Form is sent by PIU to the Contractor/Supplier and
they Wi” fi” Out the BO form: Signed Beneficial Ownership Form *
» Beneficial Ownership Disclosure Form e

Documents Beneficial Ownership

- Enter a Date

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

3 Date Notification of Award Issued*

23-May-2023 js=3]

0:0 BO information prOVided 1St and then go baCk to L 4 Notification of Award/Letter of Acceptance *
Documents Tab, NOA uploaded 2", NOA Date entered 3™ .

Note: The Mandatory Document at the contract award stage is a copy of the

Notification of Award/Letter of Acceptance

Uploaded b n 24-May-2023 at 07:29 PM
@ WORLD BANKGROUP
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FAQ #4 — | am not getting the option to
upload documents. Why not?

*+» Users often find that the option to upload
documents does not show in STEP.

Issued

“* It does not necessarily mean that youdon’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?

Procurement Roadmap

Procuremen t Planning Original Date / Days Revised Date / Days Running Date / Days Actual Dates.

« Terms of Reference 30-Aug-2023 /0 30-AUg-2023 /0 24-Aug-2023/0 24-4ug-2023

** STEP will no longer show a green tick next to
“Signed Contract” after the contract has been
u ploaded in CM ) ttation to idertifedSelected Consultant c2023/ 2023 6 Nov-2023 /5 —

+ Draft egotiated Contract 08-Nov-2023 /21 08-Now-2023 /21 02-Nov-2023 /-4 02-Nov-2023
Standstill/Debriefing 02-Nov-2023/0
v Notffication of Award 22-Nov-2023 /14 22-Now-2023/14 06-Nov-2023/4 06-Nov-2023

Procurement Monitoring Original Date / Days Revised Date / Days Running Date / Days Actual Dates

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

27-Nov-2023/0

Home / Projects / Procurement Plan / Activity Dezails & Roadmap / Contract Listing

Signed Contract

Reference No: KI-MISE-368994-GO-RFQ
+*** You will need to rely on the status in the

Contract Management System. Contract 1742261

IT Equipment for MISE

Reference No: KI-MISE-368994-GO-RFQ . Signed Date: 09-Jun-2023 . il PINTECH (607327) - [Z] Contract Award Notice
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FAQ #6 — Why is there no “Ready to be
Signed” contract showing under NOA stage?

4 Standstill Period (minimum 10 Business Days) + A““M(mmdal;, s S W

“*Two possible reasons: e BN E0EOEN
1. Stage before Standstill is incomplete |
2. Standstill Stage needs to be completed and
is n 7 t + Draft Negotiated Contract 25-Feb-2023/21 25-Feb-2023/21 26-Jun-2023 / 29 26-4un-2023
«+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. Standstill  Debriefings  Complaints

‘;;,_;;f_ Currently there are no standstill period created.

+ Add standstill Peried

“*Notification of Intention to Award should be
circulated to all participating bidders promptly
following Bank NO to Bid Evaluation Report. Standstill Period

Documents Datasheet Review

O:QUnSucceSSful Candidates given 10 business days to Date Notification of Intention of Award (NIA) Issued * End Date *
dispute the recommended awardee. & &
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FAQ 7 — Do ALL evaluated suppliers need
to be “Evaluated” in STEP?

fame | Projecs Desas 1782721 et P
Draft Negotiated Contract

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 ==t
recommended.

3. The information in STEP should reflect the | Erm— @
information in the evaluation report. | .

Samos

4. EG: If five (5) candidates have been evaluated,
then in STEP four (4) should be listed as evaluated SRR FALARAE s T2
and one (1) as recommended.

GRACE MULITALO MITCHELL, Samoa (746664)
Samoa

LETAUILO MALAGA, Samoa (746630)

Samoa

Type

Recommended || @ Evaluated Firm(s) Rejected Firm{s)
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FAQ #8 — The selected bidder is spelt
incorrectly or listed under the incorrect
trading name. What do | do?

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

Evaluated Contracts

“Recall Review”, e

2.  You will then need to click on the datasheet tab and
delete the existing contracts. =3

3. Select Identify Bidders and then you can “+ Create -
Supplier” under the correct name Cuisikimmron DI

omparison Of Quotations Chock Entries
Selesaib i L e
- .
F
==
....... =
= - = -
-
-
- i e ” "
e - =
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FAQ #9 — What is the new “Rollback” Feature?

Procurement Roadmap

Procurement Planning Original Date / Days Revised Date / Days Running Date / Days Actual Dates
+ Terms of Reference 20-Now-20241 0 20-Now-2024 10 27-Dec-2024/0 27-Dec-2024
+ Justification for Direct Selection 20-Nov-2024/0 20-Now-202410 104an-2025/ 14 10-jan-2025

Invitation to Idertified/Selected Consultant 27-Now-2024/7 27-Now-2024 17 17-Jan-2025/7

Amendments of Terms of Reference 174an-2025/ 0

Draft Negotisted Contract 02-Dec-2024/5 02-Dec-2024/5 22Jan-202545

“*New feature introduced allowing users - s
to “Rollback” if a mistake needs to be T ——————————

Invitation To Identified/selected Consultant

C c r re Cte d . Project: Statistical Innovation and Capacity Bu...(P171377) | Reference: TO-TSD-459427-C5-CDS ~ Status: @ Cleared  Under Implementation

Documents. Datashe=t ”
Check Entries

© Invitstion to ldentified/Selemed
Consultant

4 Mandatory Documents *

@ Documents

“*How? User needs to click on the stage P cfpres
after the most recently completed
(ticked) stage in the roadmap and the
rollback button appears in the top right
corner. it e e 0 oo - [

Home [ Projects / ... / Centract 1891375 / Contract Signing Detalls

Contract Signing Details

Agach: [ Fromyour Computer Process Via e-mail

< Backto Roadmay} | C* rovisack

“*Rollback feature is also functioning in

the Contract Management Module. B cone
A complaints

* Mandatory Documents &
Upload copy of the Signed Contracc

NAME UPLOADED BY UPLOADED ON COMMENTS STATUS

Signed Contract

Nick williams 21-Mar-2023 12:46 am ® uploaded

Contract Signing Details 1

@ WORLD BANKGROUP



FAQ #10 — What value and currency do |
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 = e
the supplier and client have agreed on.

It is NOT the budget estimate for the
contract.

@ WORLD BANKGROUP



FAQ #11 — What is the difference
between Milestone vs. Time-Based?

+» If the contract exceeds $150,000 USD, you need to create @ CM  sesmss o | ootwersves ustones | saymens

P | a n. A\ select Add deliverables to add deliverable or Click edit below to customize deliverables and specify the expected dates.
. Deliverables for a time-based contract with periodic payments | seonoem o
% If it does, then you need to create a plan that reflects the prE =
CO nt ra Ct : Name Planned Completion Date Linked to Payment?
1. Milestone/Lump-Sum: The supplier is paid based on the A o

completion of deliverables.

~ Time Based Schedule

2. Time-Based: The supplier is paid based on their time
WO I,.ke d . Report for Peried 2 01-AUG-2023

Report for Period 3

X/

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

Roadmap  KPI  Deliverables/ Milestones | Payment

Time Based Periodic Payments

“ If the contract is time-based then you tick “No” under Linked to o
Payment. This means you do not need to enter information P — oetveraie e e
under Payments. Payment tab will look like this , LB

@ WORLD BANKGROUP



-AQ #12 —How do | process an activity in STEP
for Non-Consulting Services where numerous
nersonnel are being contracted?

“*You need to do the following:
1.  Create an Activity for Non-Consulting Services.

+*STEP Users often find it difficult creating 2. Make sure the estimate value is the TOTAL value of all
activities in STEP where dozens of personnel contracts.

need to carry out work under one package. 3. Request WB Procurement Specialist to manually

. . change activity to post-review when PP is submitted
“*»For Example: If a TOR requires 45 youth for clearance

facilitators to carry out the same work, does
this mean | need to create 45 contracts under
one activity?

At Evaluation Stage you just create one contract.

However, the contract price you list in STEP is the total
value of all 45 contracts.

**The Answer: No, you don’t. 6. At Signed Contract stage you then upload one signed
contract as the Mandatory Document and the other
44 contracts as the “Supporting Documents”.

@ WORLD BANKGROUP




FAQ #13 — How come | 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 minorin 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

Home / Projects (P502591) / Procurement Plan / Activity Details and Roadmap / Expression of Interest

Expression Of Interest

Project: Pacific S hening Correspond: ... (P502591)  Reference: FJ-PIFS-468931-CS-QCBS = Status: @ Cleared  Draft

B! '8

Datasheet Review

@ Send To Bank

e

4 Review Actions

em—— | or|d Bank]
JC  Received on 05-Mar-2025 11:38:33 pm

Response Issued with Comments - Expression of Interest

s View Details

Expression Of Interest

Project: Pacific St ing Correspondent ... (P502591)  Reference: FJ-PIFS-468931-CS-QCBS ~ Status: @ Cleared = Draft

&

Datasheet Review

® SendToBank

» | » Submit Activity Step to Bank

@ WORLD BANKGROUP



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.

Roadmap  KPI  Deliverables / Milestones  Payment

Milestone Based Payments

PLAN

™ Payment #1 0d-May.2024 034un-2024 00 we o ¢z
“*Therefore, if the amount at DNC included tax, —
then the amounts entered in the Contract
Management Module for the Payment Plan o owws O 2

need to include tax.

@ WORLD BANKGROUP
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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
- . . I , 2 p ini @ group.org :
”STEPadmlnlstrator” I|ke thIS On Wed, Mar 19, 2025 at 7:16 PM <stepadministrator@worldbankgroup.org> wrote

. . . . . The documents you uploaded could not be processed by the system.
*What is the issue? The issue is that you most

likely have special characters (eg: %SH @& ) in
the name/description of your document. There was a Virus check issue with the attached documents.

Please check the Document Type is in list of valid document types.

+**Solution: Please remove any special
characters, punctuation, etc. Keep it alpha-
neumerical (eg: 123abc)

@ WORLD BANK GROUP PRESENTATION TITLE



FAQ #16 - Can | create multiple contracts
under one activity?

+*STEP allows clients to create activities with
multiple contracts.

o Key Details 2 Related Information 3 Additional Details 4 ' Roadmap

Procurement Category = Procurement Method *

“*Eg: If a consulting firm is conducting both the pT— 5
Design and Supervision of Works, then you Can s ssuscis sproncrs T

(Selecting 'Yes' will resat Procurement Method and Market Approach to Direct Contracting)

create 1 x Lump-Sum and 1 x Time-Based 4 e o
contract under the same activity.

Market Approach *
Procurement Document Type *
@® Open

*»*To make this happen, you need to select Nt @ eamaions
BOTH Lump Sum and Time-Based when N Ea—
creating the activity. |

Request for Proposals - Consulting Services (Supervision) SPD v

@ WORLD BANKGROUP



FAQ #1/ — How come |

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) Thereis an incomplete Contract

Amendment. Please go to the latest

South Tarawa Sanitation Project (P176478)
DA, FY: 2022, Toam Leader(s). G

nnnnnnnnnnnnnnnnn

Activity - Contract Amendments

UploadeaBy  Dpae  stws

uuuuuuuuuuuuuuuuu

444444444

uuuuuuuuuuuuuuuuuu

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.

uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu

Date and Time Status.

Milestone Based Payments

ilestones. liverable Date ayment Date mount (USD) | Deliverable Date ymentDate  Amount {usD)
v MP, Q geme: W
yment#1  oaMay202 3jun. 591,094
>
—>
~ m ery of all m,
~ Paym -Jus 0 283,
~ Upon comy g
 paym 04y

Comment

Message
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