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INTRODUCTION

This document aims to show the platform user how to use the MSME Database, made
available by IPEME - Institute for the Promotion of Small and Medium
Enterprises, which is referred to in abbreviation as IPEME-DB.

The system as a whole offers as its main functionality the Promotion and Management
of Business Opportunities, through:

e Exhibition of products and services;

e Promotion of business communication between MSME's; and

e Access to opportunities offered by the extractive industry market in
Mozambique.

These forms of usability described above can be better interpreted based on the
sections described in this manual, where you can understand processes such as:

Registration of a new company;

Platform approval criteria;

Deletion, Consultation / Modification of the registration performed,;
Update of user data; and

Query the history of operations carried out on the platform.

This manual may be modified as the system undergoes updates and improvement increments
so that the user can reap the best experience.
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ACCESS TO MSME's DATABASE

The Platform User is a user of the system that is created through the registration
process available via the Web or USSD, and aims to ensure that Micro, Small and
Medium Enterprises, both national and international, can register on the data offered
by IPEME and start to have access to a management environment and access to
business opportunities between them.

Platform User Registration via Web

To register in the MSME's database, the platform user must access the registration
screen, using the Sign Up buttons, as shown in the figure below:

Download App Q  Search providers and more. m Login Sign Up

E M E Home Providers Blog
s
s ¢

Register your company on
the MSMEs Database.
Get access to many
opportunities

e Complare | User Gude

Field for the user's initial

registration on the platform

Once you click on one of the buttons illustrated above, the system will display the
registration screen, where the user must fill in the following data:

a) Full name;

b) Genre;

c) Country of residence;
d) Telephone;

e) Type of Tax Document;
f) Tax Document Number;
g) Upload Tax Document;
h) Email; and



[+
(IPEME

o -
INSTITUTO PARA A PROMOCAO DAS
PEQUENAS E MEDIAS EMPRESAS

i) Password.

Note: Fields marked with an asterisk (*) are mandatory.

Download Apg B, Search providers and more... m Lagin m
o
(l P E M E Home Providers Blog FT

THETPUITG il 8 BRI OELD B
FERANEL AR bR RAREL

Sign Up
Create, access and control your M3ME profile and have access to our database
opportunities.

Full Mame*

Date of Birth Gender* \

Country of residence®

Prefix* Moabile Phone Number

Tax Document Designation

Required fields

Cliok to upIced corumont
[Farmat: Images and pdf)

Document Mo. *

Email
Password*

Password Confirmation®

After duly filling in all fields, or the mandatory ones that are duly marked with an
asterisk (*), the system will send an SMS message to the number provided with a
verification code, which must be entered in the system for registration to take place.
The screen to be checked in this process is as follows:

Contact provided on
the form

Field to enter the security Security Verification
code received verficaton code sent ] +258 678707590 |

Fill the code below.

—————— Entered code
confirmation field

Didn't recshic the cods? San:

again
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Once the code received via SMS is inserted, the system will display a success
message, with two buttons, where you can go back to the initial screen or go to the
login screen.

Security Verification

Message issued by the
system after approval of
the entered security code

Code Verified Successfully.

Return to Go to Login
home page Page

Enter the MSME's Database

To enter the MSME's database after registration, simply access the Login screen by
clicking on the Login button, as shown in the figure below:

Dovmload App Q@ Search providers and more... m Sign Up
]
(I P EM E Home Providers Blog

TNSTITUTO MU A PROKOCAD DAY
PLQUINAS £ MEDIAS IMPRESAS

Enter the
Platform

Register your company on
the MSMEs Database.
Get access to many
opportunities
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After clicking on the entry link for the platform, the system will display a screen with
empty fields where the user must fill in the data of e-mail / telephone number and
password, used in the registration process.

In this same screen, you will have the option, if you wish to keep your credentials
registered in the login field, the functionality that allows you to remember them and in
the following sessions you will not need to enter them again.

Login

Email or Phone Mumber*

Login data provided in
registration

Password*
Forgot my password. Recover Password.

- Option to save
O remember my password € .
credentials

Password recovery

If you forget your login data, the system allows you to request password recovery via
the link Recover Password, as illustrated below:

Login

Email or Phone Mumber*

Password*

Forgot my passwond. Recover Password.

Password
Recovery

O remember my password

e




[+
(IPEME

o -
INSTITUTO PARA A PROMOGCAO DAS

PEQUENAS E MEDIAS EMPRESAS

By clicking on the link, the system will go to the password recovery screen where the
user must provide the email or telephone number used in the registration process to
receive the verification code that will be used to reset the password, as illustrated

below:

Q
(l PEME Home Providers Elog FT

THsTruTa e & Pankopdn nis
AR £ s

Recover your password

To recover your password, please insert your phone number to be able to receive the
verification code.

Email or Phone Number* . n a
Field to fill with

registration data

Once the password recovery form is submitted, the system will display the screen
below, to create the new password, after verifying the security verification code sent
to the recovery method used (e-mail or cell phone):

O
l:l P E M E Home Providers Blog FT

Tsmruns sais  mowiogio o
R R L AREARE R FRIRAS

Create a New Password

Fill the fields below 1o create a new password and get acCESS to your account. . . .
Field to fill with the

/ security code received
password recovery code from the system

New password*

Confirm the new password*

Field to fill with new
password

o
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Viewing and Editing User Profile

To view or edit the user's profile data, simply login and in the User Panel access the
user profile by clicking on the Profile access field, as illustrated below:

-]
(I P E M Home Providers Blog FT
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Dashboard

Manage and maximize the visibility of your company profile on the MSMEs catalog.

Viewing and

Editing User 8 Profile Register Company
. Wiew and edit your registration E- Add your company to the
Profile dara databace
My companies Opportunities
.3 List your registered companies D Contests in your Area of Activity

Below you can see the illustration of the screen for viewing and editing profile data
where, apart from the data, you can also upload the profile photo.

o
(l PEME Home Froviders Blog FT

Thrmrur swan & ook o
FIERAN LS § RSN PR

User Profile
o About the User Edit
FULL HAME Roberto Joshua
DATE OF BIRTH 1987-02-05 [VEAR-MONTHOLY)
Upload Photo GENDER Male
Smcommended sizes 1801 81 COUNTRY O BIRTH —
pixels
Tax Document Edit
Agcess
Change Password DESIGRATION NI
Sign Out DOCUMENT MO, 64561156765
DIGITAL FORMAT pt_623_comunicado 10-22-21 cgm.pdf View
Contact Information Edit
COUNTRY OF REZIDENCE Mozambique
PROVINGE OF RESIDENCE —
FHONE NUMBER +258 878707590
Link to user prOfl Ie EMAIL alinvest.corporate@amail.com
picture placement

Space for Viewing and
Editing User Data
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COMPANY MANAGEMENT IN THE MSME'S DATABASE
Register Company

To register a company in the MSME's Database, simply login and access the menu in
the User Panel Register Company:

0
{I P E M E Home Providers Blog PT
e cho bas

TTLATE PR & PRORIC)
FEQUENAS E MEDIAS EPRESAS

Dashboard

Manage and maximize the visibility of your company profile on the MSMEs catalog.

Profile Register Company Register Compan
& Wiew and edit your registration E- Add your company to the g p y

data databaze

My companies Opportunities
.3 List your registered companies D Contests in your Area of Activity

When accessing the company registration field, the user will have access to a screen
with a form where it will be necessary to fill in the following data:

a) Tax Name;

b) Commercial name;

c) Legal Designation;

d) Legal Document Number;

e) Upload Legal Document;

f) Institutional Phones (separated by a comma);

g) Institutional emails (separated by a comma); and
h) Parents.

For the cases of Mozambican companies, the following should be indicated:

Province;

District;

Type of Economic Activity;
License number;

License upload;

Annual Business Volume; and
Legal Status.
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Register your company

Register your company and have access to business opportunities on the largest
database of MSMEs in Mozambigue.

Tax Name*
Commercial Mame*
Country*

Legal Document Designation

Uplzad Document®

Legal Document Number & (Format images & pdf) Required HEGS
Area of Activity*
Prefix* Institutional Phone Numbers (separated by commas)*

Institutional Emails (separated by commas)*

After duly filling in all fields, or the mandatory ones that are duly marked with an
asterisk (*), the system redirects to a company profile screen, where the company
administrator has the possibility to:

a) Edit Company Profile;

b) Publish Portfolio;

c) Submit the Company for Approval,
d) Deactivate the company;

e) Request IPEME Certificate;

f) Add/Remove administrator;

g) Upload Logo.

Submit Company for Approval

To submit a company for approval, it is necessary that all fields marked with an
asterisk (*) are properly filled in so that the button for submitting approval is enabled.

note: Only approved companies can compete or create opportunities.
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o
(l P E M E Home Providers EBlog FT
Thameune i & s A .

PEERANALR ISR EMFRISAS

Company Profile

Al fialds with [*] are necessary t= submit o aparoval Company Status

Mon-gubmitted company to
approval

About the Company Edit
12/12 T
mfarmation filled
TAX MAME Dove Link & Systems, 5.4
Fill all impartant information o
COMMERCIAL NAME Dove Link & Systems, S.A submit
Upload Logo submit
Aesammended size: 160x160 COMMERCIAL ACRONYM - > S —
el Approval
BUSINESS VOLUME 1,200,000MT to 14,700,000 | (LT |
LEGAL STATUS Anonymous society
Small business IPEME Certificate
Company Functionaries Hon-submitted request

Based on company business
velume

TOTAL OF MEMS * &
Publish Portfolic

TOTAL OF WOMANS * 7

View Portfolio
TOTAL OF FUNCTIONARIES 13

Publish Portfolio

Once the company submitted for approval is validated, it will be able to publish its
Portfolio so that other companies and/or users can have access to more information
about its business, as illustrated below:

[}
(I P E M E Home Froviders Elog FT
THETIUTG B, & SR 1.

PECIENES ¥ MIECLAR FRIFRISES

Company Profile

Al fields with (*) are necassary ta submit to apgraval Company Status

Hon-submitted company to
approval

12/12 S5 e

Fill 2l impartart informiation o

= About the Company Edit

TAX HAME Dove Link & Systems, 5.4

i Brmit
Upload Lago COMMERCIAL HAME Dove Link & Systems, 5.4 suom

et s o
pixels
BUSINESS VOLUME 1,200,000MT to 14,700,000MT |

Deactivate |

LEGAL STATUS Ancnymous society
Small business IPEME Certificate

Company Functionaries Hon-submitted request

Basad on company busiress
velume

T I ortiol
Portfolio

TOTAL OF WOMANS * 7

View Portfolio
TOTAL OF FUNCTIONARIES 13
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Clicking on the Publish Portfolio button, on the Company Profile screen, the system
redirects to the confirmation screen, where the user must inform if he really wants to

publish the company:

Confirmation

Are you sure you want to publish this company portfolic?

After publishing the Company's Portfolio, the user will also be able to omit it if he does
not want it to be available to the public for some reason. This function is visible in the

following part of the company profile:

[+
(I P E M E Home Providers Blog FT

TrmeuTa s & B0 s
[Ty

Company Profile

Al fields with [*) ar= necessary to submit to apgraval Company Status

|AEErmled ComEan!]

E About the Company Edit In case of changing any
infarmation of the company

will be necessary to submit the:

TAX HAME Dove Link & Systermns, S.A campany again for aparoval.
COMMERCIAL MAME Dove Link & Systemns, S.A -
Uplaad Logo Deactivate
Rmzammended size: 160160 COMMERCIAL ACRONYM -
iz IPEME Certificate
BUSINESS VOLUME 1,200,000MT to 14,700,000MT

i |Mon-submitted request
LEGAL STATUS Ancnymous society

Small business
Request SME Certification

Basad on company busiress Company Functionaries

velume

TOTAL OF MENS * &

Hide Portfolio

TOTAL OF WOMANES * 7

TOTAL OF FUMCTIONARIES

Portfolio omit function
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View Portfolio

Allows you to view and edit Company Portfolio data that other platform users have
access to.

'I P E M E Hons Pravidars Blog BT [ Opperam e |

::::::

Dove Link & Systems, S.A
Small business

o Sactor
About the Company
=4t Sacuon
working hours
o Sactor
Foundied in manday closed
Specialization Tuesday clased
wednesday clozed
Begirming of Activities 20101227
Thursday closed
Breas of Activity _-Dl'-|=L.'.II'g and commputer programming and related Friday clased
actrerties
Exturday clozed

el 4+ AddlErerch

E ook
Adcress:
Phaone Number
Email:

Field for viewing company

Portfolio Projects information

Selected projects: 2ok Drojuct
Certifications
Selected outstanding certificates Add Caricen

Company Profile Gallery

More about cur company azd Iregm
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Request IPEME Certificate

The IPEME certificate is one of the quality requirements that the platform offers and is
associated with some opportunities that depend on it. This certificate can only be
requested and authorized from previously approved companies. The following is an
illustration of requesting a certificate:

0
(I P E M E Home Providers Blog FT

THITIPUTE L, & DML
PREERES § A 5

Company Profile

Al fields with [*) ar= necessary ts submit to apgroval Company Status
|AEErmled ComEanﬂ
E About the Company Edit In case of charging any
infarmation of the company
will be necessary to submit the:
TAX HAME Dove Link & Systemns, S.A company again far approval_
COMMERCIAL MAME Dove Link & Systemns, S.A -
Upload Lago Deactivate
Rmcammanded size: 160x160 COMMERCIAL ACRONYM -
itz IPEME Certificate
BUSINESS VOLUME 1,200,000MT to 14,700,000MT
Hon-submitted request

LEGAL STATUS 1 .

Small business

Field to request the ———

Basad on company busiress Company Functionaries SM E certificate

volume
TOTAL OF MENS *

Hide Portfolio
TOTAL OF WOMANS *
View Portfolio

TOTAL OF FUNCTIONARIES 13

Finance Discharge
% Upload Finance Discharge*
(Format: images & pdf}
INSS Discharge
s Upload INSS Discharge*
{Format: images & pdf)
Business Volume End-of-Year Model 2020

Upload end-of-year model®

; x
Business Volume L (Format images & pef)

Payment Recsipt

+ Upload Payment Receipt®
(Format: images & pdf)
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Add / Remove Administrator

To add administrators of a given company, the user must indicate the registration data
of another user registered on the platform. Without this other user being inserted on
the platform, it will not be possible to add him to the company.

Profile Administrators Add

&  Roberto Joshua remove \ Add Administrator

+25B87B707590
zslinvest.corporatei@gmail.com

By clicking on the Add Administrator button, the system displays a screen where you
can indicate the intended user, via email or telephone number previously registered in

the system.

‘ Add via?*

My Companies

It allows the user to manage their companies, having the possibility to search by Area
of Activity, Province and Business Volume.
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o
(I P E M Home Providers Blog FT
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My companies

Total: 1
Areas Of Activity
) Dove Link & Systems, S.A
‘ Select an Option... - | B — 2 '
| Approved Company |
View Profile

Classification Small busiress Caurtry Mozambique
Province Czzmzmic Actvity  Consulmg and computer srogramming acthities Bhare Number +250070707500

NI 21365464315 Email alivest corparateSgmail.com
‘ Select an Option... - |

Business Volume

‘ Select an Option... - |

User's Business List

Means of filtering

companies
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OPPORTUNITY MANAGEMENT IN MSME's DATABASE

The presentation of opportunities on the platform is governed by some conditions,
namely:

e \Whoever creates the opportunity may not be able to apply for it;

e The opportunity expiration date must not be less than the date of publication;

e Expired opportunities can no longer receive applications, and disappear from
the listings;

e You cannot change the expiration date of an opportunity;

e When deleting an opportunity, companies that have already submitted
proposals are notified,;

e It is only possible to edit an opportunity that does not have any competitor yet,
in case there is any competitor, it is necessary to cancel the opportunity and
create a new one;

e You cannot view details of an application for a given opportunity before its
expiration.

Create Opportunity

To create an opportunity in the MSME's database, simply access the menu and
access the link Create Opportunity.

IPEME

Welcome to

MSMEs Database ot

Get access to the offered (S
ZH Opportunity

opportunities
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The system will display the screen for creating the Opportunities with empty fields
where you must fill in the following data:

a) Opportunity title;

b) Contracting Company;

c) Reference;

d) Upload Terms of Reference;

e) Expiration date;

f) Area;

g) Demand Discharge of Finances;
h) Display INSS Discharge;

i) Require UFSA;

J) Require IPEME Certificate;

k) Currency of Bid Value; and

[) A brief description of the opportunity.

-]
| P E mE Homs: Providers  Blog PT Dppmreaian

P | el £

Create an Opportunity

Fill the opportunity information below.

Cantractar Compary™

Required fields
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After properly filling in all fields, or the mandatory ones that are properly marked with
an asterisk (*), the system redirects the opportunities screen where you can view the
opportunity, Edit the Opportunity and See Candidates

0
(I P E M E Home Providers Blog PT
chi oas

'Y
IusTrisTo P & eorochn
FEQUENAS E MEDIAS EPRESAS

Opportunities .
Areas Of Activity
) Supply of printers Provision of cleaning services

| Select an Option... - | PP_ yorp . R 9

Diove Link & Systems, 5.4 Alinvest — Sociedade Unipessoal, Lda.

Area of Activity Retail sale of information and communication technolagy Area of Activity Cleaning activities
Status equipmers fticfict], in speciaized esablishments End Date 20214242

End Date 20311122 Status [p—
| Open contest - | Status Cpen czatest

See More

See More Edit View Applications

Edit Opportunity See Opportunity See Candidates

My Opportunities

Allows the user to manage their opportunities, with the possibility of Searching by Area
of Activity and State.

o
(I P E M E Home Providers Blog BT

'Y
INETITITE PARA A PROMOCAD DAY
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My Opportunities

Total: 1

Areas Of Activity

~ | Supply of printers

| Select an Option... Dove Link 2 Systems, 5.4

Area of Activity Retail sale of information and communication technology

Status equipmert tic/ict), in sperizized establishments
End Dare 1122

| Open contest - | sraus Opencormest Opportunities viewing
Sea More Edit View Applications fleld

Opportunity Filtering
Field
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See Opportunity

This field allows the user to manage the opportunities published by him in detail, as
far as:

e Creation date;

e Expiration date;

e Detailed description of the contest / opportunity;

e Management / visualization of applications made by other users; and
e Editing of published information.

These points can be seen in the following illustration:

o
(I P E M E Home  Providers  Blog BT
o o

[
INATITLTD PARS A PRORIOCH

FEQUENAS £ MEDIAS (NP RESAE

H Published in 22112021
Supply of printers
exhale in 22.11.2021
Status Open contest
Company Dove Link & Systems, 5.4 Edit Opportunity
Area of Activity Retail sale of information and communication technology
equipment (tic/ict), in specialized establishments View Applications
Reference 468316
Terms of Reference n-refinp-consultoria-2021-scan.pdf  View
Description Editing field, managing and viewing the

opportunity and applications

Printers and toners

Opportunity Detailed
Description Field
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Edit Opportunity

In this field, the user has the possibility to edit the information placed about the
published opportunity, as we can see below:

Fornecimento de impressoras

Dove Link & Systems, S.A

Upload Terms of Reference Doc*

468316 & (Format images & pdf)

Retail sale of information and communication technology equipment (tic/ict), inr
specialized establishments

Non-require Finance Discharge Non-require INSS Discharge
Non-require UFSA
Non-require IPEME Certificate MZN — Mozambican Metical

Impressoras e tonners

See Candidates

In this field, the user has the possibility to follow the process of applications submitted
during the period in which the opportunity is open in the system, but with the limitation
that the user who published the opportunity cannot see the details of the applications
before the date stipulated for the end of the contest.

The space for viewing these applications is illustrated below:
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o
(I P E M Home Providers Blog PT

'y
Tt M A pEoROCAD DAL

FEQUENAS £ MEDIAS EPRESAT

Applications — Providing cleaning services

Open contest. You will anly have access to all details of applications when the opportunity expires

Province
| Select an Option... - |
JS Company, Lda.
Company Classification [#paroved Company|
classification Micro enterprise
| Select an Option... v | Pharehumber 233841208123
Email 2 srdrelanga@gmaileem

m View Application

o]
(I P E M Home Providers Blog FT
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Application Details

Opportunity Status

You will only have access T ical and Fi - .
1o all details of this
application when the

opportunity expires OPPORTUNITY Provision of cleaning services
COMPANY JS Company, Lda.
| Approved Company |
CLASSIFICATION Micro enterprise
PHONE NUMBER +258841205183
EMAIL al.andrelanga@gmail.com

System notification about access

to applications before the end of
the competition period




