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1. Introduction 

INPEX EPCMS Application is a web-based application system implemented to support and 

streamline procurement and contract-related processes within INPEX.  

EPCMS (Electronic Procurement and Contract Management System) is used to manage 

and facilitate procurement and contract processes in an integrated and efficient manner. 

The system helps INPEX streamline procurement activities, improve transparency, and 

enhance control over contract management processes. 

This document is used to provide guidance for bidders in participating in all procurement 

processes conducted through the EPCMS Application. 

This document consists of the following modules: 

1. Introduction 

2. EPCMS Homepage 

3. Account Registration 

4. Login 

5. Change Password 

6. My Tender 

7. Bid Letter and Document 

8. Tender Query 

9. Tender Bulletin 

10. Bid Proposal Submission 

11. Technical Negotiation 

12. Result & Notification 

13. Objection 

14. Logout 

 

2. EPCMS Homepage 

The EPCMS Application website address is: https://epcms.inpex.co.id 

EPCMS Application is a web-based application that can be accessed by users through an 

internet connection using a web browser. No additional software or specific application is 

required to access the EPCMS Application. 

To access the EPCMS system, users/bidders are required to register an account through 

the EPCMS website prior to logging into the system. 

 

3. Account Registration 

To perform Account Registration in the EPCMS Application, please follow the steps below: 

1. Open the EPCMS Website. 

2. The EPCMS Application homepage will be displayed as follows: 
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Figure 1. EPCMS Homepage 

3. Click the “Sign Up as Vendor” menu in the login section. 

4. The Vendor Registration Form page will be displayed as follows: 

 

Figure 2. Vendor Registration Form 

5. Fill in all required information in the Vendor Registration Form. 

a. Type of Entity 

b. Company Name 

c. Email 

d. Business Qualification 

e. Company Status 

f. Tax ID (NPWP) and upload the document scanned  

g. Contact Person Name 

h. Contact Person Email 

i. Contact Person Phone Number 

6. Please Enter the Security Code. 

7. Click the “Submit Registration” button after completing all required data. 

8. The system will display a successful registration confirmation message. 
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4. Login 

To access the EPCMS Application, users/bidders must first Login using the Username and 

Password that have been provided and configured through the EPCMS Application. 

To Login to the EPCMS Application, please follow the steps below: 

1. Open the EPCMS Website. 

2. Enter the Username and Password. 

3. Enter the Security Code. 

4. Click the Login button. 

5. If the Username or Password entered is incorrect, the system will display the following 

error message: “Invalid Username or Password.” 

6. If the Username and Password are correct, the Login Token input page will be 

displayed. 

7. The Token Code is a login verification code sent to the bidder’s registered email 

address. 

 

Figure 3. Login Verification Code Email Notification 

8. Open the bidder’s email and enter the Token Code on the Login page. 

9. Enter the Security Code once again. 

 
Figure 4. Login Form with Token Verification Code 
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10. Click the Login button. 

11. After a successful login, the system will display the EPCMS Dashboard page. 

 
Figure 5. EPCMS Dashboard 

 

5. Change Password 

To ensure data security and maintain proper system usage, users are required to change 

their password upon their first login to the system and to update it periodically with a new 

password. Users are responsible for keeping their passwords confidential and must not 

share them with anyone. Additionally, users should never leave the system unattended 

while logged in. After completing their work, users must log out of the application to prevent 

unauthorized individuals from accessing the system using their account.  

Passwords must comply with the following requirements: 

- A minimum of 12 characters in length. 

- Must contain a combination of: 

o Uppercase letters (A–Z) 

o Lowercase letters (a–z) 

o Numbers (0–9) 

o Special characters (e.g., ! @ # $ % ^ & * ( ) _ + - = [ ] { } ; : ' " , . < > / ?) 

To change your password in the EPCMS Application, please follow the steps below: 

1. Open the EPCMS Website. 

2. Enter the Username and Password. 

3. Enter the Security Code. 

4. Click the Login button. 

5. After successfully logging in, the EPCMS Dashboard page will be displayed. 

6. Click the Company Name located in the top-right corner of the application. 
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Figure 6. Change Password Menu 

7. Click the Change Password menu. 

8. Complete the Change Password form as follows:  

a. Current Password: Enter your current password. 

b. New Password: Enter the new password that will replace your current password. 

c. Confirm New Password: Re-enter the new password for confirmation. 

9. The New Password and Confirm New Password fields must contain the same 

password. If they do not match, the password change will not be successful. 

 

Figure 7. Change Password Form 

10. Click the Update Password button. 

11. Once the password has been successfully changed, you must use the new password 

the next time you log in to the application. 

6. My Tender 

My Tender is a module in the EPCMS Application used to display all tender lists available 

for bidders to participate in. Bidders who have successfully passed the prequalification 

process are allowed to access the tender module through the My Tender menu. 

To access the My Tender page in the EPCMS Application, please follow the steps below: 

1. Open the EPCMS Website. 

2. Click the My Tender menu from the left-side menu panel of the EPCMS Website. 
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3. The system will display the My Tender page. 

4. This page displays the list of tenders available for bidder participation. 

5. To participate in a tender, please click the Detail button first on the tender title you wish 

to join. 

 

Figure 8. My Tender Page 

6. Show The Invitation and Tender Document Section. 

 

Figure 9. Invitation and Tender Document 

7. Click Confirm Button. 

8. After clicking the Confirm button, please upload the Confirmation Letter on the 

Confirmation Form page. The Confirmation Letter must be in PDF format or Image 

format and must not exceed 20 MB in size. 
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Figure 10. Tender Participation Confirmation 

9. After the confirmation has been successfully submitted, the Detail button will appear in 

the Action column, and the Confirmation Status will change to Confirmed.  

10. Click the Detail button to display the list of tender process steps based on the selected 

tender title. 

 

7. Invitation and Tender Document 

Invitation and Tender Document is a sub-module of My Tender in the EPCMS Application. 

This sub-module displays all tender documents that need to be reviewed by the bidder. The 

page provides access to the Invitation to Tender, Tender Documents, and all additional 

supporting documents that must be read by the bidder 

The steps to access the Bid Letter and Document page in the EPCMS Application are as 

follows: 

1. Open the EPCMS Website. 

2. Click the My Tender menu from the left-side menu panel of the EPCMS Website. 

3. Click the Invitation and Tender Document sub-menu from the second left-side menu 

panel in the EPCMS Website. 

4. The system will display all tender documents that need to be reviewed by the bidder. 
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Figure 11. Invitation and Tender Document 

5. To download the document, click the Download icon in the Action column. 

6. To preview the document in the browser, click the Preview icon in the Action column. 

8. Tender Query 

Tender Query is a sub-module of My Tender in the EPCMS Application. Tender Query is a 

module within the EPCMS Application that allows bidders to submit clarification requests 

and questions regarding the tender documents provided through the EPCMS Application. 

Bidders may submit clarifications and questions only while the Tender Query submission 

period is open. Once the submission deadline has passed, bidders will no longer be able 

to submit any clarification requests or questions through the EPCMS Application. 

The steps to access the Tender Query page in the EPCMS Application are as follows: 

1. Open the EPCMS Website. 

2. Click the My Tender menu from the left-side menu panel of the EPCMS Website. 

3. Click the Tender Query sub-menu from the second left-side menu panel in the EPCMS 

Website. 

4. The system will display a list of Tender Queries that have been submitted based on 

the Submission Letter. 

5. To view Tender Queries by Query, click the Based on Query tab. To view Tender 

Queries by Response Letter, click the Based on Response Letter tab. 
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Figure 12. Tender Query List – Based on Submission Letter 

6. Click the Add New button to create a new Tender Query. 

 

Figure 13. Add New Tender Query Form 

7. Complete the Tender Query by filling in the required information on the Tender Query 

Form. 

1. The Query Batch No. and Submitted Time fields are automatically generated 

when the Submit button is clicked. 

2. Enter information in the Description field, if applicable. 

3. The Bidder shall upload a signed PDF document containing the questions 

addressed to the Company, INPEX. The uploaded file size shall not exceed 10 

MB. Signed PDF document is mandatory.  
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4. The Bidder may upload a Query Reference document (if applicable) in PDF, 

Excel, Word, Image, or ZIP format. Multiple files may be uploaded, and the 

maximum file size for each uploaded file shall not exceed 10 MB. 

5. Download the Raw Query Template provided in the application. Users are 

required to use the raw query template provided by the EPCMS application. 

Templates other than the official EPCMS template are not supported. The 

system will automatically reject any raw query list imported using an invalid 

template. 

6. Complete the Raw Query document using the template provided within the 

application. 

7. After successfully downloading the Raw Query Template, the Bidder shall 

complete the Raw Query document. 

 

Figure 14. Tender Query Excel Template  

8. verify that the Status field in the Excel template displays "OK". This status is 

automatically generated by the Excel file and must not be entered or modified 

manually. If the status remains "Not OK", the Tender Query cannot be submitted to 

the system. 

9. Once the document has been completed and all required information has been entered 

correctly, upload the completed template to the Raw Query List field. 



INPEX MASELA, LTD. 
User Manual for Bidders Two Stage Tender (Stage 1) - INPEX EPCMS Application 

 

              13 of 22 

 

 

Figure 15. Tender Query Form  

10. After the Raw Query List has been successfully uploaded, the system will 

automatically validate all raw queries entered in the Tender Query Excel Template. 

11. Ensure that the Validity Check status is "OK". If the status is "Not OK", the Tender 

Query cannot be submitted to the system. 

 

Figure 16. Tender Query Validity Check 
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12. Once all required information has been completed, click the Save Draft button to save 

the Tender Query Request for later completion. If all required information has been 

provided and the request is ready for submission, click the Send Tender Query Request 

button to submit the Tender Query. 

13. After the user submits the Tender Query, its status will change to Submitted. The Tender 

Query status will be updated automatically according to the workflow of the INPEX 

Tender Query Clarification System. 

14. To view the Tender Query Response provided by INPEX, users can access the same 

module. The module offers three viewing options: 

1. Based on Submission Letter 

Displays the list of Tender Query Letters submitted by the bidder along with 

their current processing status. This view allows users to monitor the progress 

of each submitted Tender Query Letter. 

 

Figure 17. Based on Submission Letter 

2. Based on Query 

Displays each individual query submitted by the bidder together with its current 

status, indicating whether the query has been answered or is still pending. If a 

query has been answered, the corresponding response provided by INPEX will 

also be displayed. 
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Figure 18 A. Based on Query 

 

Figure 18 B. Based on Query 

3. Based on Response Letter 

Displays the Response Letters issued by INPEX in response to the submitted 

Tender Query Letters. Users can view and download the attachments 

associated with each Response Letter from this menu. 
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Figure 19. Based on Response Letter 

Click the desired response to view its details. The Response Details page for 

the selected response will be displayed, as shown in the figure below. 

 
Figure 20. Detail Response Letter 

9. Tender Bulletin 

Tender Bulletin is a sub-module of My Tender in the EPCMS Application. This sub-module 

displays all bulletins issued by INPEX for the bidders. Bulletin documents are considered 

part of the tender documents and are inseparable from the other tender-related documents 

The steps to access the Tender Bulletin page in the EPCMS Application are as follows: 

1. Open the EPCMS Website. 

2. Click the My Tender menu from the left-side menu panel of the EPCMS Website. 
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3. Click the Tender Bulletin sub-menu from the second left-side menu panel in the EPCMS 

Website. 

4. The system will display the Tender Bulletin page as follows. 

 

Figure 21. Tender Bulletin Form 

10. Bid Proposal Submission 

Bid Proposal Submission is a sub-module of My Tender in the EPCMS Application. This is 

the most important sub-module within the My Tender module. Bidders who intend to 

participate in the tender process must upload all required tender documents before the 

submission deadline. Bidders who fail to submit the required documents before the 

deadline will be considered to have withdrawn from the tender process 

The steps to access the Bid Proposal Submission page in the EPCMS Application are as 

follows: 

1. Open the EPCMS Website. 

2. Click the My Tender menu from the left-side menu panel of the EPCMS Website. 

3. Click the Bid Proposal Submission sub-menu from the second left-side menu panel in 

the EPCMS Website. 

4. The system will display the Bid Proposal Submission page. 
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Figure 22. Proposal Submission Form 

5. To upload the proposal document, the bidder can use the Upload button to select the 

document to be uploaded. 

6. After selecting the document, click the Save Draft button. 

7. The uploaded document must be in ZIP file format with a maximum file size of 200 MB. 

8. After completing the document upload, click the Save Draft button to temporarily save 

the submission. 

9. Click the Submit Proposal button to submit the proposal document. 

10.  If the Company submits clarification regarding the submission proposal, the system will 

display a form for the bidder answer 
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Figure 23. Clarification Response Form 

11.  Fill the Bidder Response Form and Upload Document Response 

12.  Click Save Draft 

13.  Click Submit Response 

11. Technical Negotiation 

Technical Negotiations is a sub-module of My Tender in the EPCMS Application. This sub-

module displays the negotiation letters submitted by INPEX to the bidder. Bidders can 

respond to the negotiation process by submitting a negotiation letter through the EPCMS 

Application 

The steps to access the Negotiations page in the EPCMS Application are as follows: 

1. Open the EPCMS Website. 

2. Click the My Tender menu from the left-side menu panel of the EPCMS Website. 

3. Click the Negotiations sub-menu from the second left-side menu panel in the EPCMS 

Website. 

4. The system will display the Negotiations page. 
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Figure 24. Technical Negotiation Form 

5. To upload the Technical Negotiation Letter, the bidder can use the Upload button to 

select the document to be uploaded. 

6. After selecting the document, click the Save Draft button. 

7. The uploaded document must be in PDF file format. 

8. After completing the upload document, click the Save Draft button to temporarily save 

the Technical Negotiation. 

9. Click the Submit Negotiation Response button to submit the Technical Negotiation 

Letter. 

12. Result & Notification 

Result & Notification is a sub-module of My Tender in the EPCMS Application. This sub-

module displays the results and notifications issued by INPEX to the bidder. 

The steps to access the Result page in the EPCMS Application are as follows: 

1. Open the EPCMS Website. 

2. Click the My Tender menu from the left-side menu panel of the EPCMS Website. 

3. Click the Result sub-menu from the second left-side menu panel in the EPCMS Website. 

4. The system will display the Result page. 
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Figure 25. Tender Result & Notification 

13. Objection 

Objection is a sub-module of My Tender in the EPCMS Application. This sub-module is 

intended for bidders who wish to submit an objection to INPEX regarding the tender result 

determination issued by INPEX 

The steps to access the Objection page in the EPCMS Application are as follows: 

1. Open the EPCMS Website. 

2. Click the My Tender menu from the left-side menu panel of the EPCMS Website. 

3. Click the Objection sub-menu from the second left-side menu panel in the EPCMS 

Website. 

4. The system will display the Objection page. 



INPEX MASELA, LTD. 
User Manual for Bidders Two Stage Tender (Stage 1) - INPEX EPCMS Application 

 

              22 of 22 

 

 

Figure 26. Tender Objection 

5. To upload the Objection Letter, the bidder can use the Upload button to select the 

document to be uploaded. 

6. After selecting the document, click the Save Draft button. 

7. The uploaded document must be in PDF file format. 

8. After completing the upload document, click the Save Draft button to temporarily save 

the Objection. 

9. Click the Submit Objection Letter button to submit the Objection Letter. 

14. Logout 

Logout is a main module in the EPCMS Application. This module is used to exit the system 

after the user has finished using the application. Bidders are required to log out from the 

system after use to prevent unauthorized access by irresponsible parties. 

To log out from the EPCMS Application, click the Logout menu from the left-side panel in 

the main navigation of the EPCMS Application. 
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