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User Manual 

Official use only 

 

Tender Wizard is an exclusive, most vibrant end to end solution for buying / selling of products and services 

through tendering process. It supports A - Z activities of tendering based on proactive work flow concept. Fine 

details of tendering like vendor registration, tender announcement and corrigendum, tender form processing, 

opening, negotiation and tender awarding are supported in a real time interactive environment. Tender Wizard 

creates a true dynamic market place for both buyers and vendors to interact with each other and transact business. 

Purpose 

The objective of developing the TENDERWIZARD is to automate the departments of Governments. The key 

objectives of this exchange are Reduced Inventory, consistency in costs across all departments, consistent and 

sustainable Vendor Development, transactional effectiveness, procurement lead time reduction, transparency etc., 

Audience 

This product is extensively used by the Government officials and contractors to enhance the transparency in the day 

to day tendering activities of the Government offices as well as in contractor community. 

 

DISCLAIMER:  

ITI Limited assumes no responsibility for any errors that may appear in this document. The information contained 

herein is subject to change without notice and should not be construed as a commitment by ITI Limited. No 

responsibility is assumed for the reliability of software or equipment that is not supplied by ITI Limited. This 

document is confidential and proprietary information of ITI Limited. 

 

 

ITI Limited 
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Glossary of terms 

S No Terminology Abbreviations 

1 REGISTER ME 

New Vendors can enroll their companies / individual firm 

in the site to obtain the USER ID and password to 

participate in the tenders/auctions. 

2 
IMPORTANT 

CIRCULARS 

To view the circulars / guidelines issued by various 

departments. 

3 HOT TENDERS 
The user can view the tenders which are due for closing 

within 24hrs.  

4 DWF VIEWER 
Vendors can Download the DWF Viewer to view converted 

auto cad drawings. 

5 
ACROBAT 

READER 

Vendors can Download the Acrobat Reader to view PDF 

format files. 

6 USER ID 

Login credentials for the USER to enter the user ID of the 

particular persons (Buyer or Vendor) to login for 

department site. 

7 PASSWORD To enter the password of the respective USER ID to login. 

8 ACTIVITY 

Buyer Users have to select the option during log-in to for 

carrying out the intended activity like Actions, Tender, 

eProcurement. Similarly, Vendor (Vendors) will login to 

check or to Participate for Tenders / Auctions. 

9 
NEW TENDER / 

UN APPLIED 

Tenders which are due for request will be displayed under 

this section. User can request the tender, view the free 

documents. 

10 LIVE TENDERS 

The participated tenders are listed here. User can submit 

the document, withdraw the submitted bid before closing 

of the tender dates, and verify the payments made. 

11 
EDIT 

ATTACHMENTS 

Vendor/contractor  end, they can download the forms, can 

enter Form Fee, EMD and can upload required document. 

 Epayment ( Internet Banking /Net Banking )  

13 Cautions and Warning 25 
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12 OPENED 
The link provided to check the tenders which are Opened 

Recently and Beyond. 

13 AWARDED 

To get the list of tenders which are processed and 

awarded by the department to the Particular firm 

(Contractor/vend or). 

14 
DISQUALIFIED / 

WITHDRAWN 

The will get the list of tenders which are Cancelled by the 

department / Withdrawn by the Vendor / Disqualified by 

the Department to the Particular firm 

(Contractor/vendor).  

15 MODIFY PROFILE 
The user profile can modified any time by the user after 

log-in. 

16 
DOCUMENT 

LIBRARY 

This acts as a library for the e-Tendering/e-Procurement. 

User can upload supporting documents through this link 

and attach to the concerned tenders whenever required. 

17 TENDER SEARCH 

The search facility is provided by e-Tendering/e-

Procurement to search the tender based on work, dates, 

value of work, region, etc... 

18 
MODIFY 

PASSWORD 

The user can modify his password any time. As a security 

measure, it is advisable to modify password frequently. 

19 LOGOUT 
This link redirects the user to log-out of the eProcurement 

portal and directs to log in page. 

 

 

 

 

 

 

 

 

 

 



5 | P a g e                                                                 V1.2/18-01-2019 

 

 

Action Buttons / Icons:  

1  Edit Attachments 

2  View payment details for Form fee/Processing fee/EMD 

and Refund details and print 

3  Request Tender Form 

4  Print Notification Inviting Tender (NIT)  

5  Pre-bid meeting clarification 

6 
 

Withdraw bid  

7  Auction 

8 
 

Awarded Letter 

9  Calendar 

10  Delete Document 

11  Error  

12  Modify Document 

13  Open Document in New Window 

14  Download Documents 
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PREREQUISITES AT USER SIDE: 
 

 

A. System configuration (minimum):  

 
Minimum P-IV Processor System, 40 GB HDD or above recommended, 512MB 
RAM and above. Internet Connection ɀ Minimum of 512 Kbps Broadband 
connection 

 

B. 3ÙÓÔÅÍ 3ÏÆÔ×ÁÒÅȭÓȡ 

 

OS: Windows 7 and above. 
 

Browser  

 

¶ Microsoft Internet Explorer version 9, 10, and 11      
 

¶ Google Chrome Version above 45 
¶ Mozilla Firefox above 52 Version (32 bit only) 

 

 

Microsoft Office 2003 with MS Word and MS Excel  
Utilities: Java Version 8 Update 161 and above, Win-Zip, Win-Rar, Adobe Acrobat 
Reader, PKI Installation Driver for Digital Signature 
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REGISTRATION PROCESS FOR BIDDER 

 
REGISTER ME/ 

To Register/ create a new profile on DFCCIL e-Tendering web portal click on ñRegister Meò. 
 

Vendor information screen will appear. Enter all the mandatory fields which are marked as ñ*òand click 

on ñRegister Meò button. 

 
 

 

 Figure 1 



Click ñCreate Profileò button, the Document Summary page will be displayed. Upload the files by 
using ñBrowseò button and click on the upload files. 

 

Figure 2 

 

 

Once youôve uploaded all the files click on the Finish Uploadò. A warning message pops upas ñAre you 

sure want to finish upload.ò Click on ñOKò button. 
 

Once you are done with uploading, User id & Password will  be displayed on the screen. Note down the 

User id & Password or just click on ñProceed to Paymentò button for entering the payment details. 

 
Select mode from dropdown as EPAYMENT, then click on Tender Wizard payment gateway for E-payment. 
 
 
 

 

Figure 3 
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Figure 4 

E-PAYMENT 
 

INTERNET PAYMENTGATEWAY 
 

After clicking on payment gateway icon, system will proceed to next page of online payment gateway. 

 

Figure 5 
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E-PAYMENT ORDERFORM will appear. Just  click on ñPay Nowò button. Do not change the 
Merchant id or purchase amount. 

Enter the mandatory field & click on PAY Button 

 
 

Figure 6 

PLEASE WAIT FOR FEW SECONDS. Screen will take few minutes to process. If the 
transaction is processed successfully, and then Transaction no/ Receipt No will be displayed.  

 

After completion of the successful payment, following Registration Acknowledgment screen will 
display. 

 

Authentication of vendor through mail 

  1. Once after completion of registration an authentication mail will be sent to the registered 
mail id   provided in your profile during registration. 

2. Kindly check an authentication mail is received for your registered email id. 

 3. Click on óPlease click hereô button as shown below, to verify your mail Id 

 

 
Figure 7 
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Figure 8 

Login Procedure in Tender Wizard 

 

S.N Description 

1 $ÉÒÅÃÔÓ ÙÏÕ ÔÏ ȰHomeȱ ÐÁÇÅȢ 

2 $ÉÒÅÃÔÓ ÙÏÕ ÔÏ ȰAbout DFCCILȱ ÔÏ ÖÉÅ× ÉÎÔÒÏÄÕÃÔÉÏÎ ÁÂÏÕÔ DFCCIL. 

3 #ÌÉÃË ȰContact usȱ to view the contact information of ITI helpdesk. 

4 
#ÌÉÃË ȰHot Tendersȱ ÔÏ ÖÉÅ× ÔÈÅ ÄÅÔÁÉÌÓ ÏÆ ÔÅÎÄÅÒÓ ×ÈÉÃÈ ÁÒÅ ÄÕÅ ÆÏÒ ÓÕÂÍÉÓÓÉÏÎ ÏÎ Á 
particular day. 

5 
#ÌÉÃË ȰTender Free Viewȱ ÔÏ ÖÉÅ× ÔÈÅ ÄÅÔÁÉÌÓ ÏÆ ÁÌÌ ÔÈÅ ÁÕÔÈÏÒÉÚÅÄ ÔÅÎÄÅÒÓ ×ÈÉÃÈ ÁÒÅ 
due for request for free of cost. 

6 #ÌÉÃË ȰRegister mÅȱ ÔÏ ÒÅÇÉÓÔÅÒ ÖÅÎÄÏÒÓ ÏÎÌÉÎÅȢ 

7 
 
#ÌÉÃË ȰFAQȱ ÔÏ ÖÉÅ× ÆÒÅÑÕÅÎÔÌÙ ÁÓËÅÄ ÑÕÅÓÔÉÏÎÓ ÆÏÒ ÖÅÎÄÏÒ ÍÏÄÕÌÅȢ 9ÏÕ ×ÉÌÌ ÆÉÎÄ ÔÈÉÓ 

link on right hand side of the screen. 
 

Step 1: Go to the website: www.tenderwizard.com/DFCCIL 

 

 
 

 

Enter User id Ą Password Ą Click Go.  

Figure 9 

 

http://www.tenderwizard.com/DFCCIL
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Step 2: For Security Reason, To First time login user it will it ask to change the default password 

So enter the Current Password and New Password (Combination of Alphabet & Number) and Select the 

Hint Question from Drop down Menu and Answer to the Hint Question and Click Submit. 

 

Note * : The strength of Password should be more than 60% 

 

 

 
Figure 10 

 
DSC login Procedure 

Step 3: Registered User should have legally valid Class 3 Digital Signature from the licensed  

Certifying Authorities \ 

 

 
a. When you login to Tender Wizard site for first please install the JRE 1.8.0.60 by clicking ñhereò link 

which will display in Home Page after entering User ID and Password. 

 

 

 
 

Figure 11 
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After logging in successfully click on ñSelect the certificateò in the ñPKI Based Securityò page. Ref: Fig13. 

 

 
Figure 12 

 
b. After clicking on the SELECT THE CERTIFICATE, points to be noted in browsers are: 

 

i. In IE Browser Java applet runs automatically. 
 

ii. Lƴ aƻȊƛƭƭŀ .ǊƻǿǎŜǊΣ ŘǳǊƛƴƎ ŦƛǊǎǘ ǘƛƳŜ ǇƭŜŀǎŜ ǎŜƭŜŎǘ ǘƘŜ ŎƘŜŎƪ ōƻȄ ά5ƻ ǘƘƛǎ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŦƻǊ 
ŦƛƭŜǎΧέΣ ƭŀǘŜǊ ƻƴǿŀǊŘǎ WŀǾŀ ŀǇǇƭŜǘ ǿƛƭƭ Ǌǳƴǎ ŀǳǘƻƳŀǘƛŎŀƭƭȅΦ 

 

 

 
Figure 13 
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Lƴ {ŀŦŀǊƛ .ǊƻǿǎŜǊΣ ŎƭƛŎƪ ƻƴ άhǇŜƴέ ōǳǘǘƻƴ ƛƴ ǘƘŜ tƻǇ ǳǇ ǎŎǊŜŜƴ ŀǎ ŘƛǎǇƭŀȅŜŘ 

 

 
Figure 14 

 

After clicking on the ñSELECT THE CERTIFICATEò button,   

 
1. In Chrome Browser, user has to click on downloaded file. Ref: Fig 15. 
 

 
Figure 15 
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Hereafter, the ñApplet Signerò will be opened automatically and the user can select the certificate and 

continue with the login. Refer Fig 16. 

 
Figure16 

 

 

Step 5 : Enter the Password of the Digital Signature 

                         

  
Figure17 

 

 

Step 6 : Re-Enter the Password Tender Wizard User id and Password. 

 
Figure 18 
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Figure 19 

 

After login the site is directed to ñLive Tendersò summary screen as below: 

 

 

 
Figure 20 

 

 

Tender Wizard Menu after Login 

Top Menu 

 

S No Top Menu Description 
1 New Tenders Tenders which are newly hosted and not applied by the 

contractors are listed in this stage 
2 Live Tenders This lists the tenders that are requested by the contractor. 
3 Opened This page lists the tenders that are opened. 
4 Awarded Awarded tenders are listed in this page. 
5 Declined Cancelled tenders are listed here 

Left Menu 
 

S No Top Menu Description 
1 Home Directs you to login screen 
2 Modify Profile Displays your profile. User can change the profile 
3 Help/Downloads Help files are listed here 
4 Document Library Store the Documents for the Future Reference 
5 Tender Search This is Tender search engine 
6 Change Password Directs you to screen to modify your existingpassword. 
7 Logout Logouts user. 
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How to Participate in Tender? 

 

 

Step 1: Go to Tender Search Option available on the Left Hand Menu on the Screen after Login 

 

Search the Tender through any of the fields available; Select the Stage ï New Tenders 

 

 

 
Figure 21 

 

 

 

Left Menu Request Procedure: 

Step 2: Select the Tender that you want to participate and Click on the Request Icon present in the action 

column. 
 

 
Figure 22 
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Step 3: The following screen appears; Select the mode of payment from drop down list for Tender Fee/Form Fee. 

(As per tender document) The following screen will guide you the process. 

 

 
Figure 23 

 

Step 4: After filling up the details, click on the ñUpdateò button to finish the updating of Form Fee/Tender Fee. 

The message will be displayed as payment updated successfully. 

 
Figure 24 

 
Figure 25 

 

 

 

 

 


