
 

 

 

 

 

 
 

 

 

 

CIRCULAR 06-2017 

10 April 2017 

 

TO : Heads of Departments, Bureaus, Offices and Agencies of the National 

Government including State Universities and Colleges, Government 

Owned and/or Controlled Corporations, Government Financial 

Institutions, and Local Government Units 

 

SUBJECT : New Facility in Uploading Bidding Documents in the Philippine 

Government Electronic Procurement System (PhilGEPS)   

 

 

1.0 Purpose 
 

This Circular is being issued to inform procuring entities of the temporary solution to 

address the problem on PhilGEPS posting pending PhilGEPS Modernization.   

 

 

2.0 Coverage 

 

All Departments, Bureaus, Offices and Agencies of the National Government, 

including State Universities and Colleges, Government-Owned and/or Controlled 

Corporations, Government Financial Institutions, and Local Government Units. 

 

 

3.0 New Facility in Uploading Bidding Documents in the PhilGEPS 

 

3.1 Procuring entities experience delay in the posting of procurement opportunities 

in the PhilGEPS, which affected the efficiency of their procurement activities. 

 

3.2 PhilGEPS Modernization seeks to address the issues being encountered by the 

procuring entities in posting procurement opportunities in the PhilGEPS by 

upgrading the system that is responsive to the needs of the procuring entities.  

 

3.3 Meantime that the PhilGEPS is undergoing modernization, the Department of 

Budget and Management – Procurement Service (DBM-PS) – PhilGEPS 

developed a new facility in uploading Bidding Documents in the PhilGEPS for 

a more efficient creation of bid notices. 

 

3.4 Attached in this Circular is the illustration or guide setting forth the necessary 

steps in using the new facility in uploading Bidding Documents and revised 

steps in creating bid notices, which the procuring entities shall adopt to hasten 

the posting of procurement opportunities in the PhilGEPS. 
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4.0 This Circular shall take effect immediately. 

 

 

5.0 For guidance and compliance. 

 

 

              (SGD) 

BENJAMIN E. DIOKNO 

Chairperson 

 

 

 

 



How to Use the New Facility in Uploading Bidding Documents in PhilGEPS  

Step 1: Click the BID DOCUMENT UPLOADER button 

 

 

Step 2: Click UPLOAD ASSOCIATED COMPONENT/S button 

 

 

  



 Step 3: Fill out the form, upload the document then click submit button  

  

Notes:   

- Maximum size of the file should not exceed 10MB  

- Only PDF, ZIP and RAR files can be uploaded. Word, Excel, Powerpoint and image files 
should be saved as PDF or as ZIP/RAR file.  

- Only 1 file can be uploaded per bid notice. If there are 2 or more documents to upload, 

user should collate all documents  into 1 .zip or .rar file. Size of the zip or rar file should 
not exceed 10MB.  

 Step 4: System will display the URL or the link of the uploaded file. Copy and save the displayed  

link.   

  



Revised Steps in Creating a Bid Notice  

  

Step 1:  Fill out   Basic   Information   and click continue button   

  



Step 2: Fill out the Notice Description. Paste the copied URL on the other information field. 

Click  

  

  

  

continue button .   

  

Paste the URL here 
  



  

 
been submitted on the uploader and the URL/link to the uploaded documents have been 
inserted on the other information field on the previous page.  

Step 4: Click Done button and proceed in posting notice. Status of the notice should become  

Step 3: Se lect  Non - Electronic   and  fill out   the form .     

  

Note:  User need not upload bidding documents on this step provided that t he documents have  

pending.   
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