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Preface  
 

In July of 2005, the Department of Administrative Services added an Agency Contract 

Index (ACI) function to the Georgia Procurement Registry (GPR) to make it easier for 

state agencies to manage Agency Contracts.  The new feature is on the GPR Bid Posting 

System Menu under the category of Government Unit Information and identified as the 

ñAgency Contract Menuò link (Security Level 6 Only). 

 

Other security levels for administering and managing Agency Contracts are listed in the 

following table: 

 

Security Level Responsibilities 

 

1, 2 and 6 

 

 

 Post a Bid  

 Post a Bid as an Agency Contract 

 Make an Award 

  

 

6 

 

Agency Contract Maintenance Menu 

 

 Add Contract Information - without a Bid Notice  

ü Manually place Agency contract in GPR 

 

 Add Contract Information - with a Bid Notice 

ü  Any bid processed prior to 07/08/05 (FY06 funds) 

 

 Update Contract Information 

ü Renewals, extensions or changes to the contract 

 

 Public Agency Contract Menu 

ü To view all Agency Contracts 

 
 

The ACI provides a comprehensive listing of all agency contracts.  State agencies can use 

this feature when they want to locate information on commodities and services already 

contracted by other agencies.  This will assist buyers wanting to piggyback off existing 

contracts and those searching for examples of specifications, requirements, or current 

commodity and service costs. 
 

Every agency will be required to enter all fiscal Year 2006 Agency Contracts into the 

ACI, if they have not already been entered into the GPR Bid Posting System.  This 

includes contracts issued both prior to and after July 1, 2005.  This manual provides step-

by-step instructions on entering or editing Agency Contracts.   
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Section 1:  Posting Agency 

Contract s  

Posting the Bid on the GPR 

 

 

The Bid Posting System (also known as the Buyer Side of the GPR) is located on the 

DOAS State Purchasing website at http://statepurchasing.doas.georgia.gov under the 

Services, State Government section. 

 

 
 

Click:   Bid Posting System 
 

 

 

 

 

http://statepurchasing.doas.georgia.gov/
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The following screen will appear: 

 

 
 

Click:   State Purchasing Bid Posting System 
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If the Security Alert box displays: 

 

Click:    
 

 

 

The following screen will appear:  

 

 
 

Type the following information: 

 

User ID:  E-mail address 

Password:  password 
 

Click:    or press Enter 
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The following screen will appear: 

 

 
 

Click:   MAIN MENU at top of screen or press the  button at the  

  bottom of screen. 

 

 

 

The following screen will appear: 

 

 
 

Click:   Bid Processing 
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The following screen will appear: 

 

 
 

Click:    Post a Bid 

 

 

 

The following screen will appear: 
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To post the bid, follow these step: 

 

 Select the appropriate Bid Process using the drop-down box:  

 

 
 

 Select the appropriate Agency Contract Purchase Type using the drop-down box: 

 

 
 

Complete all mandatory data fields and select the validated Dollar Range.  At the bottom 

of the form, select the appropriate NIGP code by number or Key Word. 

 

Click :    
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The following display box will appear: 

 

 
 

Click:     

 

Click:     
 

 

 

The following screen will appear: 

 

 
 

Click:     to return to Bid Processing  

 

The bid status is now under evaluation. 

 

 

 


