PPDA Contract Monitoring System
(CMS)
User Manual

The Contract Monitoring System (CMS) is a user-friendly digital platform developed by
Uganda’s Public Procurement and Disposal of Public Assets Authority (PPDA) to help Civil
Society Organizations (CSOs) monitor government procurement contracts. Built with support
from GIZ’s Governance and Civil Society Program, the CMS promotes transparency and
accountability in public procurement processes. This manual offers clear instructions to help
you use the CMS effectively. For support, contact PPDA at compliance @ppda.go.ug or
+256-414-311100.
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PPDA CMS User Manual New Wave Technologies Limited

1 Landing Page

Upon launching the PPDA CMS application without an active login session, users are greeted
by the landing page. This page serves as the entry point to the system, offering a concise
overview of the CMS and its purpose.

PUBLIC PROCUREMENT AND DISPOSAL
AUTHORITY

OFFICIAL

CONTRACT MONITORING SYSTEM

A digital platform for Civil Society Organizations
to monitor government procurement contracts
and enhance transparency.

-] SIGN IN TO MONITOR

Figure 1: Landing Page

* Informational Content: A brief introduction to the CMS, highlighting its role in pro-
moting transparency in public procurement.

» Navigation Links: Located at the bottom of the page, these links direct users to external
PPDA resources, including:

The official PPDA website (www.ppda.go.ug)
PPDA’s Facebook page

PPDA’s X account

PPDA'’s LinkedIn profile

— A mailto link for direct communication with PPDA (compliance @ppda.go.ug)

* Sign-In Button: A prominently displayed button labeled “SIGN IN TO MONITOR”
redirects users to the login page upon clicking, enabling access to the CMS’s core func-
tionalities.
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2 Login Page

The login page serves as the secure gateway for users to access the PPDA CMS application.
It is designed to authenticate users efficiently while ensuring compliance with data protection
regulations.

<« PACMS

@ Secure Login

Official Email Address
o
=

Password

3] ©

Forgot Password?
| consent to processing my

personal data per GDPR and the
Privacy Policy.

LOGIN

(@ This is a secure government system
Unauthorized access is prohibited and
subject to legal action

= o )
Figure 2: Login Page

» User Authentication: The page provides input fields for users to enter their email ad-
dress and password, which are required to access the CMS’s monitoring functionalities.
An active internet connection is necessary to validate credentials and log into the appli-
cation.

* Data Protection Compliance: Users are prompted to consent to the processing of their
personal data in accordance with the General Data Protection Regulation (GDPR) and
the application’s Privacy Policy. A checkbox ensures explicit consent before login.

* Login Button: A clearly labeled “LOGIN” button, prominently displayed, allows users
to submit their credentials and access the CMS upon successful authentication.

* Password Recovery: A “Forgot Password?” link is provided for users who cannot recall
their password. Clicking this link redirects them to a password recovery process, enabling
secure account access restoration.
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3 Forgot Password

The Forgot Password feature guides users through a secure process to reset their password if
they have forgotten it. The process involves three screens, each designed to ensure secure and
user-friendly password recovery.

< & &
Enter Your account Phone Number Confirmation code Set Your New Password

and we'll send a link to your Email to
reset your password.

A 6 Digit-Pin has been sent to e . y Q
"zindazed@gmail.com" and
BOE +256 ~ Phonel '+256704405463", Enter it below to
continue ;’ mF " Q

Reset Password O 1 6 2 9 7 4

Reset code is valid

= (0] =)

11
(o]
U
11
)
U

Figure 3: Forgot Password Process Screens: (Left) Phone Number Input, (Center) Verification
Code, (Right) New Password

* Phone Number Input (First Screen): Users are prompted to enter the phone number
associated with their registered account. After providing the phone number, they tap the
“Reset Password” button. If the phone number is valid, a verification code is sent via
SMS to the phone number and via email to the registered email address.

 Verification Code (Second Screen): Users enter the verification code received via SMS
or email. After entering the code, they tap the “Verify” button. If the code matches the
one recently sent, users are directed to the third screen.

* New Password (Third Screen): Users must enter a new password in the “Password”
field and confirm it in the “Confirm Password” field. After ensuring both entries match,
they tap the “Set New Password” button. Upon successful submission, users are redi-
rected to the login page to sign in with their new password.
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4 Projects Page

The Projects Page is the central hub for logged-in monitors to view and manage their assigned
projects within the PPDA CMS application. It offers an intuitive interface to track and interact
with projects efficiently.

403PMO @O D W R @
PACMS ¢ =

Status Descriptions

CSO: nwt

NEW WAVE

& Kasauli Zindazed
New

Indicates a project with no report

Assigned Projects ever created.

Draft

Indicates a project with a report
created but still saved locally.

Q_ search projects... =

Submitting
» Youth Health Outreach

Monitoring — Central Region
Eisah Mukasa

Indicates a project with a
completed report but still waiting
for internet to submit online.

Submitted
L= 8 Thursday > Indicates a project with a
completed report that has been
submitted.
Rejected
Indicates a project with a rejected
Filter Projects ® report.
Edited
Elatus Indicates a project with a rejected
report that has been modified but
new draft submitting still saved locally.
submitted rejected edited
B m ﬁ_lo resubmitting reopened
Projects Polls Notices
= (@) o) = (@) o) = (@) 5

Figure 4: Projects Page Screens: (Left) Projects Page, (Center) Projects Page Filter, (Right)
Projects Page Status Description

* Project Access: Tapping a project tile opens its detailed view, enabling monitors to
create, edit, and submit reports based on the project’s status.

* Search Functionality: A search bar allows users to quickly locate specific projects by
entering relevant keywords.

« Status Filtering: Users can open the filter, as shown in the second screen, to view all
available project statuses. Tapping the “?” icon next to the filter reveals a detailed list of
statuses and their meanings, as shown in the third screen.
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5 Project Details Page

The Project Details Page serves as the comprehensive interface for logged-in monitors to view
and interact with detailed information about a specific project within the PPDA CMS applica-
tion. It is designed to present project data in an organized and accessible manner.

8:52AM © @ B

¢« PACMS ©

Project

0% T It D

.))

Report

Youth Health Outreach

Monitoring — Central Region Q

Sector: Health

| General Details

Project Name

Sector

Contract
Manager

Contractor

Contractor
Obligation

Has Sign Post

Project Status

Youth Health Outreach
Monitoring — Central
Region

Health

Atwine Bosco

Eisah Mukasa

To provide quality services
within the stipulated time
frame and according to
the agreement within the
bidding document

| Dont Know

Ongoing
0] 5

Figure 5: Project Details Page

» Navigation Tabs: At the top, navigation tabs allow users to switch between sections. By
default, the “Project” tab is selected, displaying the main project details. Additional tabs
include the “Report” tab and, for projects with a “Reopened” status, an “Add-on Reports”

tab.

* Categorized Details: Project information is well-organized into categories, ensuring
ease of access and clarity for users reviewing project details.

* Search Functionality: A search bar is provided to quickly locate specific project details,
streamlining navigation through extensive project data.
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6 Reports Page

The Reports Page, accessed via the Report Tab, provides a dedicated interface for logged-in
monitors to manage reports for a specific project within the PPDA CMS application. It enables
users to create, view, or edit reports based on the project’s reporting status.

8:53AM © @ B 0= @4 8:54AM © @ B O & D 8:54AM © @ B 0= & @D

¢« PACMS © <« PACMS © ¢« PACMS ¢ =

Project Report Project Report Add-on Reports Project Report

.))
.))

Youth Health Outreach Monitoring -
Central Region

Youth Health Outreach Monitoring - Karuma falls
Central Region Status: Ongoing

Status: Ongoing Completion Status: Status: Ongoing

Completion Status: Completion Status:

Monitoring Report T
Date: Jun 10, 2025 _  Monitoring Report SR
Date:

B General Comments:

Everything is fine on site E) Mo ciesimaE ~ Edit

B

No Report Available

@ 3 attachments © View Details

Create a new report to document your findings
for this project.

+ Create Report
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U
11
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Figure 6: Reports Page

* Report Creation: When no report exists, the initial screen displays a “Create Report”
option. Tapping this opens a report form, allowing users to fill in and submit a new report.

* Report Viewing and Editing: If a report has been created, the screen shows a “View
Report” option (second screen) to display the filled report details. An “Edit” option (third
screen) is available if the report’s status permits modifications.

* Contextual Interface: The page dynamically adapts to the project’s reporting status,
showing either the no-report screen (first screen) or the existing report screen (second
and third screens) for intuitive user interaction.
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7 Report Form

The Report Form is the interactive interface presented to users when creating, editing, or view-
ing a report within the PPDA CMS application. It is designed to guide users through the process
of entering, modifying, or reviewing report details systematically.

8:53AM © @ B 0 @

¢« PACMS ©

Step 1 0f 4 «m

.))

Pick current GPS Location? ® *

© |

On what date was the monitoring exercise
conducted?

E )

State any health or social hazard that
developed as a result of the implementation
(e.g environmental pollution, prostitution,  *
defilement, sensitization for HIV/AIDS, child
labour, etc)

®

5

11
(0}

Figure 7: Report Form

* Form Navigation: The form is paginated, requiring users to complete all mandatory
fields on the current page before proceeding to the next. Appropriate error messages are
displayed for any missing or invalid field entries.

* Progress Saving: A floating “Save” button allows users to save intermediate progress,
storing the report as a “Draft” for later continuation. “Next” and “Back” buttons also
automatically save progress.

* Review and Submission: At the end of the form, a summary of all entered details is
displayed. If the report is not yet submitted, a “Submit” button is provided to finalize and
submit the report.

* View and Edit Modes: In view mode, users can review previously filled details. In edit
mode, users can modify existing entries, subject to the report’s status permissions.

Page 8 of 19



PPDA CMS User Manual New Wave Technologies Limited

8 Add-on Reports Page

The Add-on Reports Page, accessed via the Add-on Reports Tab, provides an interface for
logged-in monitors to manage additional reports for projects within the PPDA CMS applica-
tion. It facilitates the creation, viewing, and editing of add-on reports as needed. It should be
noted that the Add-on Reports Tab is only visible when the project has been reopened or when
the project already has some add-on reports.

8:55AM © @ B 0W= %@ 8:55AM © @ B 0% = &%
¢« PACMS ¢ ¢« PACMS ¢

Project Report Add-on Reports Project Report Add-on Reports

.))
.))

Add-on Reports Add-on Reports

Q_ Search Add-on Reports... = Q_ Search Add-on Reports...

[E) Add-on Report 1

(=) Jun 18,2025 View Details

No Add-on Reports found

Create your first Add-on Report

@ Create Add-on Report
draft saved successfully

= (e} o) = (e} 5
Figure 8: Add-on Reports Page
* Add-on Report Creation: When a project is reopened, the initial screen offers a “Create

Add-on Report” option, allowing users to generate a new report.

* View Details: For existing add-on reports, users can tap “View Details” to review the
report’s content. In case the status allows for editing, for example, draft or rejected, the
user can modify the report and submit it.

* Contextual Interface: The page adapts to the add-on report status, displaying either the
no-report screen (first view) when no add-on report exists or the second screen when
there are add-on reports existing.
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9 Add-on Report Form

The Add-on Report Form is the interactive interface presented to users when creating, editing,
or viewing an add-on report within the PPDA CMS application. It is designed to facilitate
efficient data entry, validation, and review.

855AM © @ B 0 E R s

¢« PACMS ©

Step 1 of 2 e S Reopened

.))

When was the site inspection done? *

[ m Select follow up date

What issues have arisen during or after the
implementation of the project?

/\ Reopened

/’ Reason: Hello monitor please we
need and add on report for this

é s

1
(o]
U

Figure 9: Add-on Report Form

* Form Navigation: Users can freely navigate the form using “Next” and “Back” buttons
to move between sections, ensuring flexibility in filling or reviewing details.

* Progress Saving: A floating “Save” button allows users to save intermediate progress,
storing the report as a “Draft” for later continuation.

* Form Validation: Upon tapping the “Submit” button, the form validates all required
fields. If any fields are incomplete, an error message is displayed, prompting the user to
fill in the missing information.

 Status Information: For projects with a “Reopened” or “Rejected” status, a status indi-
cator in the top right corner of the form can be tapped to display the reason for reopening
or rejection, as shown in the second screen.

* View and Edit Modes: In view mode, users can review previously filled details. In edit
mode, users can modify existing entries, subject to the report’s status permissions.
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10 Polls Page

The Polls Page, accessed via the bottom navigation icon, serves as the central hub for users to
view and interact with polls within the PPDA CMS application. It is designed to facilitate easy
access to polls and track their completion status.

856 AM © @ B 0w R D4 8:56 AM © @ B 0% = %D
PACMS ¢ =: < FA CMS
Polls m TEST POLL

Q Search Polls... = This is just a testing poll

TEST POLL o How is your day =

This is just a testing poll

6 PENDING ® 01 days ago

e How is the PPDA CMS App ®

O good
() had
B g ® S SUBMIT RESPONSE
Projects Polls Notices
= o > = o o)

Figure 10: Polls Page

* Polls Overview: The page displays all available polls along with their statuses, marked
as either “Pending” or “Completed”. The bottom navigation icon indicates the number
of pending polls.

* Search Functionality: A search bar is provided to help users quickly locate a specific
poll by entering relevant keywords.

* Status Filtering: A filter tool allows users to sort polls by status, displaying either pend-
ing or completed polls for streamlined navigation.

* Poll Interaction: Tapping a poll opens its poll form (as shown in the second screen),
enabling users to complete and submit responses. Completed polls display the user’s
submitted answers in a non-editable form for review.
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11 Notifications Page

The Notifications Page, accessed via the bottom navigation icon, serves as the central hub for
users to view and manage notifications within the PPDA CMS application. It is designed to
provide quick access to updates and alerts with clear status indicators.

8:56 AM © @ B 0% = @D

FA CMS WIS

8:56AM © @ B [N Sl izaTe
PACMS ¢ =

Notifications Notifications

Q_ Search Notifications... = Q_ search Notifications... =

PROJECT REPORT ACCEPTED PROJECT REPORT ACCEPTED

‘ BY VERIFIER . ‘ BY VERIFIER
- The report you submitted for the pr... PrOJeCt Report - The report you submitted for the pr...
unread 15 hrs ago Accep‘ted by Verifier  read 15 hrs ago
The report you submitted for the
TEST NOTIFICATION project: Karuma falls has been TEST NOTIFICATION
This is just a testing notification, accepted. Reason: Accepted This is just a testing notification,
- unread 16 hrs ago Link to the App: https:/ i unread 16 hrs ago
ppdaacmsapi.nwtdemos.com/api/
redirect-to-app
ACKNOWLEDGEMENT OF ADD ACKNOWLEDGEMENT OF ADD

‘ ON REPORT SUBMISSION

- Thank you! Your report for project: ...

‘ ON REPORT SUBMISSION

- Thank you! Your report for project: ...
unread 01 days ago unread 01 days ago
PROJECT REPORT REOPENED
A project report for: Karuma falls h...

PROJECT REPORT REOPENED
A project report for: Karuma falls h...

- unread 01 days ago unread 01 days ago
B g 'S B ® ©
Projects Polls Notices Projects Polls Notices
= (@) o) = (@) o) = o o}

Figure 11: Notifications Page

* Notifications Overview: The page displays all notifications with their statuses, marked
as either “Unread” or “Read”. The bottom navigation icon shows the count of unread
notifications. Read notifications are greyed out, as seen in the third screen where the first
notification is read.

» Search Functionality: A search bar enables users to quickly locate specific notifications
by entering relevant keywords.

* Status Filtering: A filter tool allows users to sort notifications by status, displaying either
read or unread notifications for efficient navigation.

* Notification Details: Tapping a notification opens its full content in a dialog, as shown
in the second screen, allowing users to read all details.
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12 Settings Page

The Settings Page serves as the centralized interface for logged-in users to manage their account
and access key resources within the PPDA CMS application. It is designed to provide essential
user information and navigation options in a clear and accessible layout.

8:57AM © @ B 03 NG

& Settings

Kasauli Zindazed

zindazed@gmail.com
© MY ACCOUNT
2 My Profile >
***  Change Password >

® GENERAL INFORMATION

® FAQs >

(<) External Links >

[> LoGouT

Version 2.0.0 (build 19)

11
(@)
U

Figure 12: Settings Page

» User Information: Displays the name and email of the logged-in user for quick refer-

ence.

» Navigation Routes: Provides access to key functionalities, including:

“My Profile” to view the user’s full profile details.

“Change Password” to update the user’s password securely.

“FAQs” to access frequently asked questions.

“External Links” to connect to PPDA’s official website and social media platforms.

“User Manual” to access a comprehensive guide for navigating the application.

* Logout Button: A prominently displayed “Logout” button allows users to securely sign
out of the application.

* App Version: Shows the version and build number of the app at the bottom, enabling
users to identify their current app version.
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13 My Profile Page

The My Profile Page serves as the centralized interface for logged-in users to view their per-
sonal information within the PPDA CMS application. It is designed to present key profile
details in a clear and concise manner.

8:57AM © @ B

& OFFICIAL PROFILE

Kasauli Zindazed

CSO MONITOR

ACCOUNT STATUS
Q i VERIFIED
Active

& PERSONAL INFORMATION

FULL NAME

Kasauli Zindazed

EMAIL ADDRESS
zindazed@gmail.com

PHONE NUMBER
256704405463

POSITION
& .
CSO Monitor

(0] >
Figure 13: My Profile Page

* Profile Information: Displays the user’s full name, email address, phone number, and
position for quick reference.

* Profile Updates: If changes to profile information are needed, users are directed to con-
tact their administrators to request and process updates to their profile details.
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14 Change Password Page

The Change Password Page provides a secure interface for logged-in users to update their
password within the PPDA CMS application. It is designed to ensure a straightforward and
reliable password change process.

8:57AM © @ B 0% = @D

< Change Password

New Password
ﬂ Type Password E )

Confirm Password

ﬁ Type Password Q

Change Password

11
(0}
U

Figure 14: Change Password Page

* Password Input Fields: The page includes two fields: a “New Password” field and a
“Confirm Password” field, where users must enter matching passwords to proceed.

* Password Update: Upon entering a new matching password in both fields and tapping
the “Change Password” button, the user’s password is updated to the new one entered.
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15 FAQs Page

The FAQs Page serves as a resource hub for users to access frequently asked questions within

the PPDA CMS application. It is designed to provide quick and clear answers in an organized
and user-friendly format.

857AM © @ [ S raTe

< FAQs

PPDA Procurement & Disposal

FAQs
Q_ Search FAQs...
What is Public Procurement? v
What is a Procurement Plan? v
What is Micro Procurement? v

Are Primary and Post Primary
Institutions required to follow the v
PPDA Law?

Who is the Accounting Officer in
Primary and Post Primary Institutions?

What is the composition of the
Contracts Committee?

= (@) 5
Figure 15: FAQs Page

* Collapsible Questions: Frequently asked questions are displayed in a collapsible fold
format. Tapping on a question expands the fold to reveal its corresponding answer.

» Search Functionality: A search bar is provided to allow users to quickly locate specific
questions by entering relevant keywords.
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16 External Links Page

The External Links Page serves as a centralized hub for users to access PPDA’s external online
presence within the PPDA CMS application. It is designed to provide quick and direct access
to official and social media platforms.

8:57AM © @ B 0= hTDs

< Connect with PPDA Uganda

PPDA

Public Procurement and
Disposal of Public Assets
Authority

Official Website

@ Visit our official website
for procurement
information

G Facebook

Follow us on Facebook

Twitter
X

Follow us on Twitter/X

11
(0}
U

Figure 16: External Links Page
* External Platforms: Displays links to PPDA’s official website and social media ac-

counts, including Facebook, X, LinkedIn, email, and Wikipedia, enabling users to con-
nect with PPDA’s broader online presence.
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17 Offline and Online Mode

The Offline and Online Mode functionality within the PPDA CMS application enables users to
work seamlessly with or without an internet connection, ensuring flexibility in report manage-
ment while maintaining synchronization when connectivity is restored.

IS4PM B @D E - o E RE 138PM B @D O - © % E
FA CMS Q =+ 4 FA CMS W
CSO: nwt & Kasaull Zindazed CSO: nwt & Kasaull Zindazed

NEW WAVE NEW WAVE
Assigned Projects Assigned Projects
Q_ Search projects... = Q_ Search projects... =
You are currently offline. Reports will be
~ Youth Health Outreach rs;rgg:lrlzzllzed automatically when you
Monitoring = Central Region |
Eisah Mukasa

» Youth Health Outreach
=, DRAFT B Thursday > Monitoring = Central Region

Eisah Mukasa

Karuma falls = DRAFT

B Thursday >
Roofings
S REOPENED B Jun 10, 2025 > Karuma falls
Roofings
S REOPENED B Jun 10, 2025 Y
B T o g B T 1.
Projects Polls Notices Projects Polls Notices
= ) -] = O -]

Figure 17: Offline and Online Mode Indicators

* Login Requirement: An active internet connection is required to log into the application,
ensuring secure authentication.

* Offline Functionality: While offline and already logged in, users can create, edit, and
submit reports. These reports are stored locally with a “Submitting” status, awaiting
internet connectivity for synchronization.

* Automatic Submission: When internet access is restored, reports in the “Submitting”
status are automatically submitted to the server.

* Internet Status Indicator: A Wi-Fi icon in the top app bar displays connectivity status:
green when online (as shown in the first image) or red with a crossed-out line when
offline (as shown in the second image), accompanied by a yellow notice message.

* Manual Sync Option: A sync icon next to the Wi-Fi icon allows users to manually
initiate submission of reports in the “Submitting” state if they have not yet been synchro-
nized.
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18 User Manual Page

The User Manual Page serves as a comprehensive guide for users navigating the PPDA CMS
application. It is designed to provide clear instructions and descriptions to enhance user under-
standing and interaction with the application.

[52]

< User Manual

FA

PPDA Contract Monitoring System
(CMS)
User Manual

Figure 18: User Manual Page

* Screen Descriptions: The page provides detailed descriptions of each screen within the
PPDA CMS application, outlining their purpose and functionality.

* Navigation Guidance: Includes instructions on how users can route to each screen,
ensuring seamless navigation throughout the application.

THE END
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