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If department need to correct Form Fee/EMD 
Fee, Extension of Dates and correction in 

description of work, they will have to go through 
the corrigendum.



















To upload new document or replace the existing 
documents of authorized Tenders, Buyer have to 

go through the addendum process.















Login Process is same as Department











After Click On “Vendor -Unapplied” 
Click On “Table View” 

Document Uploading Process in 

Doc. Library























Click on Dropdown & Select Payment 
“Mode” Button



Payment Through DD Mode Fill All Cell & 
Upload Scan Copy Of DD Then Click on 

“Update”



POP Up Will Show & Click On “OK”



Payment Status  will Show “PAID”



Click on “Update/Pay Now” for Processing Fee Payment.



Payment through “EPAYMENT” Click 
Dropdown & Select Payment “Mode” as 

EPAYMENT



Select the Mode of Payment and click 
on “Submit” Button



Fill the payment details to pay the fee..



Submit OTP



Transaction Acknowledgement will be 
generated  after successful Payment



After payment of Form Fee and TPF, Tender will 
be move "In Progress" and "Bid Document" 
will appear. Then tender related documents 

attach in “General Document”.



Select Tender Related Documents.
Then Click on “Finish Selection” Button



Click on “Attach” Button



Click on “Update/Pay Now” For EMD 
Payment



Verify Bank Details for EMD Refund If you make 
payment through “E-Payment”.                                       
Then Click on “Submit” Button



For “EMD Payment” Same Process Like 
Form Fee & Processing Fee 



Status will show “PAID”. Click on “Go Back” 
For Next Process



Click on “Download” For Financial Bid.



Fill the sheet and Save



Click on “Upload” Button For Upload  
Financial Bid



Click on “OK” Button



Click on 
“Click here to digitally sign and upload”



Click on “Browse File” Select DSC & 
Then Click On “Sign & Encrypt” Button



After the price bid is uploaded. Price Bid 
Link Colour Changed



Technical bid Upload Process.

The process of uploading the technical 
bid is the same as uploading of the 

price bid.



After complete process of Upload all 
Document then Pop -Up will show & 

Click on “OK” Button



Click on “Submit The Tender Form” 
For Tender Submission



Click on “OK” Button



Accept Terms & Conditions. Then click on 
“Submit” Button



Click on “OK” Button



“Acknowledgement” Will Generate



Tender has been Submitted Successfully



TENDER OPENING PROCESS…



Department User have to Enter User ID & 
Password and Click on Login



After Login Go To “In -Progress Tender” 
section. Define work flow for Tender 

opening . Click on “Workflow”         Icon. .



Select Technical/Cost open Member & 
Click on “Submit” Button



Select User & Click On Submit



For Technical Open Click on “Open”       
Icon



Click on “OK” Button



Select Certificate and click on 
“Authenticate” Button



Fill “Noting #” & Remarks. Then Click 
on “Update” Button



Click on “Next Step” & Click on 
“Approve” Button



After Approve Click on “OK” Button



Click on Again “Open”        Icon



Click on “OK” Button for Technical Open



Select Certificate and click on 
“Authenticate” Button



Fill “Noting #” and Remarks. Then 
Click on “Update” Button



Click again on “Open”       Icon



Click on “OK” Button



Select Certificate and Click on 
“Decrypt” Button



Once Tender decrypted, click on “Techno 
Commercial Open” Button to verify the 

payment & documents



For Authorize Form Fee : Click on 
“Form Fee View” Button



Select The vendors and Click on “Authorize 
Form Fee” Button And Click on “Reject Form 

Fee” Button If you want to reject



Click on “Reconciled Payment Details” 
To view Reconciled



To download Reconciled form fee 
Payment report, Click on “Excel Icon”  



For EMD Authorization : Click on 
“EMD View” Button



Click on “Reconciled Payment Details” 
To view Reconciled EMD Payment 

Details



To Download Reconciled EMD 
Payment Report, Click on Excel Icon



If Department wants to Disqualify 
Vendor Then Click on Disqualify 

Vendor Icon



To Download Bidders Document 
Click on Edit Attachment Icon.



Department can Download Bidders 
Document From Here





For Financial Bid Opening Assign 
Work Flow Icon



Select Cost Open Member



Select user id  financial opening 
Committee



After Selecting Members Click on 
“Submit” Button



Once again click on Opening icon for 
Financial Opening of Tender



Select & Authenticate with user’s DSC 
certificate



Fill “Noting” and “Remark”. Then click 
on Update and then “Approve” Button



Once again click on Opening 
Icon to Decrypt the Tender



Click On “Decrypt” Button



Financial bid opened, Click on “Cost Open” 
to download the price bid of Qualified 

Bidders.



Go to the Edit Attachment Icon for 
download bidder’s “Price Bid”



Select check box and download 
bidder’s price bid as shown in below 

screen

Click here to 
download Price 

bid
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