
Instructions for Online Bid Submission: 

As per the directives of Department of Expenditure, this tender document has been 
published on the Central Public Procurement Portal (URL: http://eprocure.gov.in). The 
bidders are required to submit soft copies of their bids electronically on the CPP Portal, 
using valid Digital Signature Certificates. The instructions given below are meant to assist the 
bidders in registering on the CPP Portal, prepare their bids in accordance with the requirements 
and submitting their bids online on the CPP Portal. 

More information useful for submitting online bids on the CPP Portal may be obtained at: 

https://eprocure.gov.in/eprocure/app. 

REGISTRATION 

1) Bidders are required to enroll on the e-Procurement module of the Central Public 
Procurement Portal (URL: https://eprocure.gov.in/eprocure/app) by clicking on the 
link "Click here to Enroll" on the CPP Portal is free of charge. 

2) As part of the enrolment process, the bidders will be required to choose a unique 
username and assign a password for their accounts. 

3) Bidders are advised to register their valid email address and mobile numbers as part 
of the registration process. These would be used for any communication from the 
CPP Portal. 

4) Upon enrolment, the bidders will be required to register their valid Digital Signature 
Certificate (Class II or Class III Certificates with signing key usage) issued by any 
Certifying Authority recognized by CCA India (e.g. Sift' / TCS / nCode / 
eMudhraetc.), with their profile. 

5) Only one valid DSC should be registered by a bidder. Please note that the bidders 
are responsible to ensure that they do not lend their DSC's to others which may 
lead to misuse. 

6) Bidder then logs in to the site through the secured log-in by entering their user ID / 
password and the password of the DSC / e-Token. 

SEARCHING FOR TENDER DOCUMENTS 

1) There are various search options built in the CPP Portal, to facilitate bidders to 
search active tenders by several parameters. These parameters could include 
Tender ID, organization name, location, date, value, etc. There is also an option of 
advanced search for tenders, wherein the bidders may combine a number of search 
parameters such as organization name, form of contract, location, date, other 
keywords etc. to search for a tender published on the CPP Portal. 

2) Once the bidders have selected the tenders they are interested in, they may 
download the required documents / tender schedules. These tenders can be moved 
to the respective 'My Tenders' folder. This would enable the CPP Portal to intimate 
the bidders through SMS / e-mail in case there is any corrigendum issued to the 
tender document. 



3) The bidder should make a note of the unique Tender ID assigned to each tender, in 
case they want to obtain any clarification / help from the Helpdesk. 

PREPARATION OF BIDS 

1) Bidder should take into account any corrigendum published on the tender 
document before submitting their bids. 

2) Please go through the tender advertisement and the tender document carefully to 
understand the documents required to be submitted as part of the bid. Please note 
the number of covers in which the bid documents have to be submitted, the 
number of documents - including the names and content of each of the document 
that need to be submitted. Any deviations from these may lead to rejection of the 
bid. 

3) Bidder, in advance, should get ready the bid documents to be submitted as 
indicated in the tender document / schedule and generally, they can be in PDF / XLS 
/ RAR / DWF formats. Bid documents may be scanned with 100 dpi with black and 
white option. 

4) To avoid the time and effort required in uploading the same set of standard 
documents which are required to be submitted as a part of every bid, a provision of 
uploading such standard documents (e.g. PAN card copy, annual reports, auditor 
certificates etc.) has been provided to the bidders. Bidders can use "My Space" area 
available to them to upload such documents. These documents may be directly 
submitted from the "My Space" area while submitting a bid, and need not be 
uploaded again and again. This will lead to a reduction in the time required for bid 
submission process. 

SUBMISSION OF BIDS 

1) Bidder should log into the site well in advance for bid submission so that he/she 
upload the bid in time i.e. on or before the bid submission time. Bidder will be 
responsible for any delay due to other issues. 

2) The bidder has to digitally sign and upload the required bid documents one by one 
as indicated in the tender document. 

3) Bidder has to select the payment option as "offline" to pay the tender fee / EMD as 
applicable and enter details of the instrument. 

4) Bidder should prepare the EMD as per the instructions specified in the tender 
document. The original should be posted/couriered/given in person to the Tender 
Processing Section, latest by the last date of bid submission. The details of the 
DD/any other accepted instrument, physically sent, should tally with the details 
available in the scanned copy and the data entered during bid submission time. 
Otherwise the uploaded bid will be rejected. 

5) A standard BoQ format has been provided with the tender document to be filled by 
all the bidders. Bidders are requested to note that they should necessarily submit 
their financial bids in the format provided and no other format is acceptable. 
Bidders are required to download the BoQ file, open it and complete the while 



coloured (unprotected) cells with their respective financial quotes and other 
details(such as name of the bidder). No other cells should be changed. Once the 
detailshave been completed, the bidder should save it and submit it online, 
withoutchanging the filename. If the BoQ file is found to be modified by the bidder, 
the bid will be rejected. 

6) The serve time (which is displayed on the bidders' dashboard) will be considered as 
the standard time for referencing the deadlines for submission of the bids by 
thebidders, opening of bids etc. The bidders should follow this time during 
bid submission. 

7) All the documents being submitted by the bidders would be encrypted using PKI 
encryption techniques to ensure the secrecy of the data. The data entered 
cannotbe viewed by unauthorized persons unt i l  the t ime of  bid 
opening. Theconfidentiality of the bids is maintained using the secured 
Socket Layer 128 bit encryption technology. Data storage encryption of sensitive 
fields is done. 

8) The uploaded tender documents become readable only after the tender opening by 
the authorized bid openers. 

9) Upon the successful and timely submission of bids, the portal will give a successful 
bid submission message & a bid summary will be displayed with the bid no. and the 
date & time of submission of the bid with all other relevant details. 

10) The bid summary has to be printed and kept as an acknowledgement of the 
submission of the bid. This acknowledgement may be used as an entry pass for any 
bid opening meetings. 

ASSISTANCE TO BIDDERS 

1) Any queries relating to the tender document and the terms and 
conditionscontained therein should be addressed to the Tender Inviting Authority 
for a tender or the relevant contact person indicated in the tender. 

2) Any queries relating to the process of online bid submission or queries relating 
toCPP Portal in general may be directed to the 24x7 CPP Portal Helpdesk. The 
contact number for the helpdesk is 1800 233 7315. 



1 Tips to bidders 
 

1. Enrollment process in the Tender site. 

1. Bidders are required to enroll on the e-Procurement module of the Central Public 
Procurement Portal (URL: https://eprocure.gov.in/eprocure/app) by clicking on the 
link “Click here to Enroll”. Enrolment on the CPP Portal is free of charge. 

2. As part of the enrolment process, the bidders will be required to choose a unique 
username and assign a password for their accounts.  

3. Bidders are advised to register their valid email address and mobile numbers as part 
of the registration process. These would be used for any communication from the CPP 
Portal.  

4. Upon enrolment, the bidders will be required to register their valid Digital Signature 
Certificate  (Class II or Class III Certificates with signing key usage) issued by any 
Certifying Authority recognized by CCA India, with their profile. 

5. Only one valid DSC should be registered by a bidder. Please note that the bidders are 
responsible to ensure that they do not lend their DSCs to others which may lead to 
misuse. 

6. Bidder then logs in to the site through the secured log-in by entering their userID / 
password and the password of the DSC / eToken. 

2. Tender search 

1. There are various search options built in the CPP Portal, to facilitate bidders to search 
active tenders by several parameters. These parameters could include Tender ID, 
organisation name, location, date, value, etc. There is also an option of advanced 
search for tenders, wherein the bidders may combine a number of search parameters 
such as organisation name, form of contract, location, date, other keywords etc. to 
search for a tender published on the CPP Portal.  

2. Once the bidders have selected the tenders they are interested in, they may download 
the required documents / tender schedules. These tenders can be moved to the 
respective ‘My Favorites’ folder. This would enable the CPP Portal to intimate the 
bidders through SMS / e-mail in case there is any corrigendum issued to the tender 
document.  

3. The bidder should make a note of the unique Tender ID assigned to each tender, in 
case they want to obtain any clarification / help from the Helpdesk.  
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3. Preparation of bids 

1. Make folders with the name of the tender number so as to identify the folders easily 
during the bid document uploading. 

2. File and Folder name should not contain any special characters (&, #, etc) or space in 
between.  

3. Download the tender document, NIT, BOQ of the 
required tender in that folder. 

4. Scan the EMD fee instruments/ Tender fee 
instruments for offline payments if any. 

5. In the case of offline payment, the details of the 
DD/any other accepted instrument, physically sent, 
should tally with the details available in the scanned 
copy and the data entered during bid submission time. Otherwise the bid submitted 
will not be acceptable. 

6. Scan and keep ready Pre qualification documents like  life certificates, PAN etc if any  

7. Prepare the technical bid document and then convert into PDF  

8. Prepare the BOQ i.e. fill up required figures in the downloaded XLS document. The 
BOQ file with the same name has to be uploaded while uploading the financial bids. 
If there is any change in Name it may not get uploaded or give an error. 

9. Keep all the documents in the same folder for the easy bid document upload 

10. The bid summary has to be printed and kept as an acknowledgement as a token of the 
submission of the bid.  It will act as a proof of bid submission for a tender floated and 
will also act as an entry point to participate in the bid opening date. For any 
clarifications with the TIA, the bid no can be used as a reference.  

4. Submission of bids 

1. Bidder should log into the site well in advance for bid submission so that he/she 
upload the bid in time i.e. on or before the bid submission time. Bidder will be 
responsible for any delay due to other issues. 

2. The bidder has to digitally sign and upload the required bid documents one by one as 
indicated in the tender document. 

3. Bidder should prepare the EMD as per the instructions specified in the tender 
document. The original should be posted/couriered/given in person to the Tender 
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Processing Section, latest by the last date of bid submission. The details of the 
DD/any other accepted instrument, physically sent, should tally with the details 
available in the scanned copy and the data entered during bid submission time. 
Otherwise the uploaded bid will be rejected. 

4. If a standard BoQ format has been provided with the tender document to be filled by 
all the bidders. Bidders are requested to note that they should necessarily submit their 
financial bids in the format provided and no other format is acceptable. Bidders are 
required to download the BoQ file, open it and complete the while colored 
(unprotected) cells with their respective financial quotes and other details (such as 
name of the bidder). No other cells should be changed. Once the details have been 
completed, the bidder should save it and submit it online, without changing the 
filename. If the BoQ file is found to be modified by the bidder, the bid will be 
rejected. 

5. The serve time (which is displayed on the bidders’ dashboard) will be considered as 
the standard time for referencing the deadlines for submission of the bids by the 
bidders, opening of bids etc. The bidders should follow this time during bid 
submission. 

6. All the documents being submitted by the bidders would be encrypted using PKI 
encryption techniques to ensure the secrecy of the data. The data entered cannot be 
viewed by unauthorized persons until the time of bid opening. The confidentiality of 
the bids is maintained using the secured Socket Layer 128 bit encryption technology. 
Data storage encryption of sensitive fields is done. 

7. Any document that is uploaded to the server is subjected to symmetric encryption 
using a system generated symmetric key. Further this key is subjected to asymmetric 
encryption using buyers / bid-openers public keys. Overall, the uploaded tender 
documents become readable only after the tender opening by the authorized bid 
openers. 

8. Upon the successful and timely submission of bids, the portal will give a successful 
bid submission message & a bid summary will be displayed with the bid no. and the 
date & time of submission of the bid with all other relevant details.  

9. The bid summary has to be printed and kept as an acknowledgement of the 
submission of the bid. This acknowledgement may be used as an entry pass for any 
bid opening meetings.  

 
 
 
 



eProcurement (GePNIC) 

Page 4 of 6 
 

5. Password maintenance 

1. The length of the password should be of 8 to 32 characters 

2. The password should be of any English lowercase and 
uppercase (a-z and A-Z) characters. 

3. The password must contain at least one number between 0-9. 

4. The password must contain at least one special character 
from these [! @ # $ ^ * _ ~]  

5. Sample password is just like Admin123$, India2000#, etc. 

6. About DSC 

1. Digital Signature Certificates (DSC) is the digital equivalent (that is electronic format) of 
physical paper certificates. 

2. Like physical documents are signed manually, electronic 
documents, for example e-forms are required to be signed 
digitally using a Digital Signature Certificate. Transactions that 
are done using Internet if signed using a Digital Signature 
certificate becomes legally valid. 

3. Bidders have to procure Class2or 3 signing certificates only. Only Class 2 or 3 is valid 
for e-tendering purpose.  

4. The Certifying Authorities are authorized to issue a Digital 
Signature Certificate with a validity of one or two years. 
The maximum period for which the DSC is issued is only 
two years. On the expiry of the term, the Digital Signature 
Certificate can be revalidated by paying the fees again.  

5. Digital Signatures are 
legally admissible in a 
Court of Law, as provided 

under the provisions of IT. 

6. Digital Signature Certificate (DSC) is not required by 
Companies but by individuals. For example the Director or the 
Authorized signatory signing on behalf of the Company 
requires a DSC. 
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7. Each user logs in to the tender site thro' the secured log in by giving the user id/ 
password allotted during registration & then by giving the password of the DSC. The 
DSC password will get locked if successively wrong password is given many times.   

 
7. DSC providers for Private firms 
 

A licensed Certifying Authority (CA) issues the digital signature. Certifying Authority (CA) 
means the authority that has been granted a license to issue a digital signature certificate under 
Section 24 of the Indian IT-Act 2000. 

1. The vendors like TCS (www.tcs-ca.tcs.co.in ), Sify, MTNL, nCode 
(dsc@ncodesolutions.com), e-Mudhra (www.e-mudhra.com) are issuing DSC’s for 
bidders. 

2. The time taken by Certifying Authorities to issue a DSC may vary from three to seven 
days. 

8. Advantage of “My Space” on CPP Portal 

1. The bidder can upload Non Sensitive documents prior at any point of time once he logs in 
to the application. These are not encrypted. 

2. The can be anything like PAN Certificate, VAT Certificate, Equipment Details, 
Manpower Details, Copies of Balance Sheet of last few years, Details of quantity of work 
executed etc. 

3. In some cases the TIA might have uploaded a format while in many cases it may just be a 
scanned copy of the original which needs to be uploaded. 

4. This will avoid repeated upload of common documents and also save space and time. 

9. System requirements  

1. Windows XP with latest service pack 

2. Loaded IE 7.0 or above 

3. Loaded JRE 1.6 or above 

4. Antivirus Software with latest definition. 

5. Internet connectivity  

6. Scanner to scan the documents if required 

7. Printer and PDF Creator. 
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10. Assistance to Bidders 
 

1. Any queries relating to the tender document and the terms and conditions contained 

therein should be addressed to the Tender Inviting Authority for a tender or the relevant 

contact person indicated in the tender.  

2. Any queries relating to the process of online bid submission or queries relating to CPP 

Portal in general may be directed to the 24x7 CPP Portal Helpdesk. The contact number 

for the helpdesk is 1800 233 7315. 
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The Merits of GePNIC system are:  
 

 Free portal Registration and no Charges levied for 
using  CPP portal.  

 Offers equal opportunity to all  to submit their offers. 

 Encourages maximum participation, competition 
and hence better terms. 

 Is free from favoritism and eliminates /reduces the 
scope for Tender Inviting Authorities (TIA) to 
indulge in unfair practices and also 

 Brings in transparency in the whole tendering 
process of the Government. 

 



 
PRE-REQUISITES FOR USING  

CPP PORTAL  
 

The following are the minimal requirements. 

 A computer system with at least 1 GB RAM and 
Internet Connectivity. 

 Internet Explorer 7.0 or Mozilla Firefox 3.0 or above. 

 Internet Connectivity with at least 256 Kbps 
connectivity. 

 Java Run Time Engine (JRE - 1.6.0) or higher. 

 

 



GETTING STARTED 

GO TO HOME PAGE OF CPPP PORTAL WITH  
 
URL -http://eprocure.Gov.In/eprocure/app  



e Procurement Home Page 

Click here 

to Enroll 

Bidder’s Enrollment Process Begins 



Bidder Enrollment(Step 1) 

 

It denotes registration process flow steps 

 

  Password Policy 

 

All the fields indicated with a red Asterisk symbol are mandatory 

 



Bidder Enrollment (Step 2) 

Fill in the required information 



Bidder Enrollment (Step 2) Cont. 

Fill in the required information 



Bidder Enrollment (Step 2) Cont. 

Fill in the required information 



Bidder Enrollment (Step 2) Cont. 

Fill in the required information 



Bidder Enrollment (Step 2) Cont. 

 

ENTER THE ANWSER 

FOR THE ABOVE 

GIVEN QUESTION 

  

CLICK 

SUBMIT 

 



Bidder Enrollment (Step 3)  

 

VERIFICATION DETAILS: 

PAGE 1 

 



Bidder Enrollment (Step 3) Cont. 

 

VERIFICATION DETAILS: 

PAGE 2 

  

 CLICK SUBMIT AFTER 

VERIFYING THE 

DETAILS ENTERED FOR 

ENROLLMENT 

 



e Procurement HOME PAGE 

 

AFTER CLICKING THE SUBMIT BUTTON IT WILL REDIRECT TO THE HOME PAGE 

 

 

Bidder logs in by giving 

login id and password 

Chosen during 

registration 

 



Bidder Dashboard 
 

 

Click here to register the  

Digital Signature Certificate 

 

DSC HAS NOT YET BEEN REGISTERED 



PRE-REQUISITES  FOR DSC 
REGISTRATION 

 Bidder need to posses a valid DSC for participating in 
eTendering. 

 It can be procured from any of the Certifying Authority 
registered under CCA India.eg Sify,nCode,MTNL, 
eMudra etc 

 Respective DSC Drivers needs to be installed. 

 DSC needs to be physical inserted into the system. 

 DSC should appear in the Browser. 

DSC- DIGITAL  SIGNATURE CERTIFICATE 



BIDDERS DSC REGISTRATION 

Click here to register the signing  Certificate 



BIDDERS DSC REGISTRATION Cont. 

 



BIDDERS DSC REGISTRATION Cont. 

 

SELECT THE CERTIFICATE  NAME AND CLICK OK 

 



BIDDERS DSC REGISTRATION Cont. 



BIDDERS DSC REGISTRATION Cont. 

Information about DSC Type, Validity and Enrollment Date   Click Next 



Bidder Dashboard 

AFTER DSC REGISTRATION ALL THE LEFT MENUS AND THE ICONS 

WILL BE ENABLED IN THE DASHBOARD OF THE BIDDER 



Inside the e-Procurement (GePNIC) Portal 

Bidder Dashboard Screen 
  Search Active Tenders-Click here to search the tenders. 

 Archived Clarification -Click Archived Clarification to see previous clarification  

 My Tenders- To move tenders in which bidder intends to participate. 

 Bid Opening (Live) -Click Bid Opening (Live) to get the current status of the Bid 
opening 

 Seek Clarification- Enables to  seek clarification  related to tenders from the  
tender inviting officials.(Seek Clarification would be available only if it has been 
configured in the Tender by TIA) 

 My Bids-  Lists all bids submitted, allows resubmission and withdrawal. 

 My Archive- Lists the tenders which is moved from my tenders (after bid 
submission). 

 Tender Status- Stages in which various tenders which are under processing can 
be seen. 

 Upload  Short fall Documents- Enables to upload documents asked by TIA 
during Technical Evaluation. 

 

 

 

 



Inside the e-Procurement (GePNIC) Portal 

Bidder Dashboard Screen Cont. 

 View profile  

 

 

   Click View Profile to view the Bidder’s profile Information 

 

 Edit profile    

 

   Click here to edit the profile information 

 Change password  

 

 Click here to change the Login password 

 

 Digital Signature Certificate  

 

  Click here to view the DSC information 

 

 

 



Inside the e-Procurement (GePNIC) Portal 

Bidder Dashboard Screen Cont. 

 My Documents 

 

 Click here to upload the pre-defined NSD (NON-STATUTORY 
DOCUMENTS) Documents in advance. 

    Frequently asked documents can be uploaded and kept ready to be 
attached with Bid. 

 Alert on Product Category  

 

  Bidder can specify his product category. 

      Mails will be generated if a tender is published under the selected 
product category and sent to bidder. 

 
 

No fee  is charged by NIC from bidder for any portal usage. 

 



End of Bidder Enrollment 

 These were the steps for portal registration for 
each bidder. 

 This a one time activity. 
 The same login ID – DSC can be used to 

participate in any tenders published under CPP 
portal. 

 Any further queries can be clarified thru  
 Mail – cppp-nic@nic.in 
 Phone – Toll Free 24 x 7 Help Desk 1-800-

233-7315 

 
T H A N K      Y O U  
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The Merits of GePNIC system are:  
 

 Free portal Registration and no Charges levied for 
using  CPP portal.  

 Offers equal opportunity to all  to submit their offers. 

 Encourages maximum participation, competition 
and hence better terms. 

 Is free from favoritism and eliminates /reduces the 
scope for Tender Inviting Authorities (TIA) to 
indulge in unfair practices and also 

 Brings in transparency in the whole tendering 
process of the Government. 

 



 
PRE-REQUISITES FOR USING  

CPP PORTAL  
 

The following are the minimal requirements. 

 A computer system with at least 1 GB RAM and 
Internet Connectivity. 

 Internet Explorer 7.0 or Mozilla Firefox 3.0 or above. 

 Internet Connectivity with at least 256 Kbps 
connectivity. 

 Java Run Time Engine (JRE - 1.6.0) or higher. 

 

 



Content 

 My Documents / My Space 

 To Search Latest Active Tenders 

 Seek Clarification (Seek Clarification would be available only if it has 

been configured in the Tender by TIA) 

 My Tenders-Bid Submission  
Fee Details 

EMD details 

Fee confirmation 

Upload Document 

Bid Confirmation 

 

 

Fee Details 

Emd details 

Fee confirmation 

Upload Document 

Bid Confirmation 



Content 

 Cover Details 
 Bid Submission Acknowledgement 
 Bid Submission confirmation –Printing Option 
 Resubmission of Bid 
 Withdrawal of Bid 
 View Tender Status 
 View Technical Bid Opening Summary 
 View Technical Evaluation Opening Summary 
 View Financial Bid Opening Summary 
 View Financial Evaluation Opening Summary 
 AOC 
 My archive 

 
 



BID SUBMISSION PROCESS 
 

 The Bid submission process enables the tenderers / 
bidders to 

  download the Tender schedules free of cost  

 Bidders have to  Register for participating, 

 Bid Submission/Resubmission/withdrawal. Any 
time 

 Watch online Bid Opening 

 View Tender status at any time 
 

 



GETTING STARTED 

GO TO HOME PAGE OF CPPP PORTAL WITH  
 
URL -http://eprocure.Gov.In/eprocure/app  



My Documents / My Space 
 

 The GePNIC system allows the bidder to upload 
common documents such as certificates, financial 
details, etc., in the storage area specified for bidders. 

  These documents are required in most of tenders 

  One time upload can help it to be attached to bids as 
per requirement.   

 It helps in saving/reducing the bid submission time. 

 TIA Do not have access to these documents. 

 Bidder’s repsonsibility to keep it updated. 

 



e Procurement Home Page 

Bid Submission Process Begins: 

Bidder logs in to Add the documents in My Documents /My Space 

 

Bidder logs in by giving user 

id and password. 

 



DSC LOGIN 

 
 
Enter DSC Pin 
and Click OK 
. 
 



BIDDER DASHBOARD 

 

 

Click  My Documents 

 

 



 

 CLICK ON ͞MY DOCUMENT“͟  TO UPLOAD THE NON-STATUTORY DOCUMENTS. 

 

 

 

List of subcategories 

 

 

 

Click Icon to upload 

 



STEPS TO UPLOAD DOCUMENT: 

 
Select sub category from the list to upload the document. 
Click on “Upload Document” option from the list to upload the non-statutory 
document.  The following screen will be displayed, with the basic details like, 
category name, sub category name and option to upload document. 
 

 

Click here to locate the 

bidder document 



DOCUMENT UPLOAD 

 

 

2. Select the document 

 

 

 

 

1. Click here to upload 

the document 

 

 

 

 

3. Click to sign the 

document 

 

 



DOCUMENT SIGNING 

 

After digitally sigŶiŶg the doĐuŵeŶt, systeŵ ǁill giǀe a ŵessage as ͞File “igŶed “uĐĐessfully͟ aŶd 
click [Save] to upload the file. Click [Cancel] to abandon the process. 

 

 

 

1. Document signing progress 

 

 

 

 

2. Click Ok 

 

 



BIDDER DOCUMENT UPLOAD 

 

Bidder may replace the existing non-statutory document by uploading a new file. But, this 

replacement will not affect the old file, which has been submitted  while bidding  so far. This new 

file will be reflected in upcoming bid submissions.  

 

 

1. Click  to view who 

signed the file 

 

 

 

Click to View Document 

 

 



 

Users should properly log out from the GePNIC systeŵ usiŶg ͞Logout͟ optioŶ as shoǁŶ iŶ the 
diagram, below. Abrupt exit (by clicking (X) in windows page) may leads to loss of data.  In order to 

log out from the system, click sign out icon, that is available on the right hand top corner of the 

application as shown below. 

 

 

Click here to Sign Out from 

the Application. 

 

END OF MY DOCUMENTS/MY SPACE UPLOAD 



e Procurement Home Page 
Bidder Login 

Bid Submission Process Begins: 
To Search Latest Active Tenders 

 

Bidder logs in by giving 

user id and password. 

 



DSC LOGIN 

 
 
Enter DSC Pin and 
Click OK 
. 
 



Search Active Tenders 

 

Click Search Active Tenders 

to search for tenders 

 

 

Specify Tender ID or any other 

criteria to search for tenders. 

 

 

Click Submit to search 

using specified criteria. 

 



Search Active Tenders Result 

Click the Checkbox and then Save to 

add Tender to My Tenders 

Click this Icon to View 

the tender 



  

View Tender Details Page 

 



Moving Tender to favorites 



My Tenders 

List of Tenders moved from 

Search Active Tenders 



Tender Details Page - 1 



Tender Details Page - 2 

 

Click here to View 

Submitted documents 

 



View/Download Document 



View Signature Details. 



Seek Clarification 

 

Click here to seek clarification 

 

Seek Clarification would be available only if it has been configured in the Tender by TIA. 



 

Seek Clarification 

 

 

2. Upload, Sign and Encrypt upload 

Clarification Document 

 

1. Fill Clarification details 

Seek Clarification would be available only if it has been configured in the Tender by TIA. 



Clarification Query Submission  

Confirmation 

 



Tender Clarification List 



View Clarification Reply 



My Tenders 

 

Bid Submission Process Starts 

 



Tender Details Page 1 



Tender Details Page 2 



Reading Terms and Conditions 

 

Click to Submit 

 

 

Select I Agree 

 

Time Stamp 

Bidder should read the Terms and Condition Carefully 



Tender Fee  Details Entry 

 

Click to Save 

 



 Tender Fee Details Entry 

 

Tender Fee details 

are  saved 

 

 

It denotes process 

flow  of bid 

submission 

 

Enter the following Fee details 



EMD Details Entry 

 

Enter EMD Details 

 

Click Next 



EMD Exemption (if any) 



EMD Exemption Entry 



EMD Fee Entry 

 

Click Save after 

entering the 

EMD Details 

 



EMD Fee Entry Complete 

 

Click Next 

 

 

Enter EMD Details 

 



Edit EMD Fee 



Consolidated Payment Summary 



Non-Statutory Document upload 

 

Select Yes to upload 

non-statutory 

 

 

 

Click here to go to document 

selection screen 

 

 



Non-Statutory Document upload screen 

 

Used Space in My 

Documents 

 



Non-Statutory Document upload screen 

 

Select the documents 

to be uploaded 

 

 

Click here to upload the 

selected documents 

 



Non-Statutory document upload confirmation 

 

Click here to submit Bid 

Documents 

 

 

Confirmation message 

 



Payment Details 

 

Offline Payment Details 

 



Cover Details 

Click here to upload the 

BID Documents for the 

first over 

Red Mark indicates the documents 

have not been uploaded. 

Here the tender has been 

published in two-cover system 



First cover documents selection 

Click Icon to upload 

specified Document 



Fee Document Selection 

 

Select the relevant 

Document 

 

Click Upload Icon 



First cover selected documents 

 

1. All the bid documents have 

been selected for upload in 

first cover 

 

 

2. Click here to verify 

the uploaded bid 

documents 

 



Document Verification 

 

1. Select the Check box 

 

 

2. Click here to confirm 

 



Upload Document 

 

 

Click Encrypt and Upload to 

submit the bid documents in 

first cover 

  

 



 

Encrypting and Uploading Bid Document 

 

 

2. Enter DSC PIN and 

Click Ok 

 

 

1. Uploaded 

documents with 

their sizes 

 

 

Bid Submission in progress 

 



First cover documents upload 

complete 

 

 

1. Confirmation message 

  

 

5. Click here to upload 

documents for finance 

cover. 

 

 

2. Bid documents 

submitted for first cover 

  

 
 

3. Green Tick indicates 

successful upload of bid 

documents. 

 

 

4. Red Cross indicates document 

not yet submitted for finance cover 

 



Finance document upload 

 

  

Select the BOQ file 

  

 



Finance document selected 

 

 

 

2. Click Verify 

  

  

 

 

1. Click here to 

upload the Bid 

Documents 

 

 

3. BID Document is 

uploaded for second cover 

  

 

4. Click check box and click confirm 

  

 



Finance document verification complete 

Click Encrypt & Upload to 

submit the bid documents in 

second cover 



Submission of bid document- Document upload complete 

 

 

Click Ok to continue 

the bidding process. 

  

 



Second cover documents upload complete 
 

 

Green tick symbol indicates 

all the documents have been 

submitted for both covers 

  

 

 

 

Click Freeze Bid Submission completion for 

acknowledgement 

  



Bid Submission Acknowledgement 

 

 

EMD Fee Detail 

  

 

 

 

Bid submission 

acknowledgement page 

  

 

 

 

Tender Fee Detail 

  

 

 

Click print to take print    

 
 

 

Bid submission 

confirmation 

  

 

 

 

Uploaded Documents 

  

 

 

 

Non-sensitive 

documents 

uploaded details 

  

 

Click here to submit the 

bid for another tender 

 

 

Click here to go to my 

bids for resubmission 

and withdrawal. 

 



Bid Submission confirmation –  

Printing Option 

 

Click Print to print the 

summary 

 

Bid Submission Completed 



Steps 

 for   

Re-Bid Submission 

 



 

View Bids in My BIDS 

 

 

My Bids 

 



 

Resubmit 

 

 

Resubmit 

 

 

Resubmit 

 



 

Bidder’s ĐaŶ Resuďŵit/ǁithdraǁal their Bids Before Bid suďŵissioŶ tiŵe eŶds ( Resuďŵit/Withdraǁal  
would be available only if it has been configured in the Tender by TIA ) 

 

Withdrawal 



 

Resubmission - For EMD Details 

 



 

Resubmission – For EMD Details  completed .  

 
save 



 

Re- Bid Submitted Successfully.  

 



Print 

Bid Information 



Steps 

 for   

Withdrawal of Bid 



Steps for  Withdrawal of Bid 

 

My Bids 

 



Withdrawal 

 

Bidder’s ĐaŶ Resuďŵit/ǁithdraǁal their Bids Before Bid suďŵissioŶ tiŵe eŶds ( Resuďŵit/Withdraǁal  
would be available only if it has been configured in the Tender by TIA ) 

 



 

1.Enter Withdrawal 

Reason 

 
2.Click here to upload the 

letter to TIA. 

 

 

3. Click to sign the document 

 

 



 

1.Enter Withdrawal 

Reason 

 



2.Click here to upload the 

letter to TIA. 



 

 

3. Click to sign the document 

 

 



•DSC Verification 

•File Signed Successfully 



Confirmation Message: once  

you ǁithdraǁ  the ďid you ĐaŶ’t 
submit the bid again. 







 

 

Uploaded letter 

  

 



 

View Tender Status of active Tenders 

 

 

Tender Status 

 



Tender Status of a specific Tender 

 

Tick mark indicates the 

completion of the 

corresponding process. 

 

 

All Documents 

can be viewed 

 



View Technical Bid Opening 

Summary 



View Technical Bid Opening 

Summary 

 

Click on link to view the Bid 

Opening Summary 

 

 

Bid Opening 

Summary 

 



View Technical Evaluation Summary 

 

Click View option to view 

the corresponding 

summary details 

 



View Financial Bid Opening 

Summary 

 

Financial Bid Opening Summary 

 



Financial Bid Opening Summary 

details 

 

Click on link to view the Financial 

Bid Opening Summary 

 



 

View Financial Evaluation 

Summary 

 



Financial Evaluation Summary Details 

 

Click on link to view 

the Summary Details 

 

 

Financial 

Evaluation 

Summary 

Details 

 



View AOC Summary 



AOC Summary Details 
 

AOC Summary 

Details 

 

 

Click on link to 

view AOC 

Summary Details 

 



Tender List 

 



My Archive confirmation 



My Archive confirmation 



END OF BID SUBMISSION 

 These were the steps for submission of Bid . 

 User Manuals can be referred for guidance. 

 Any further queries can be clarified thru  

Mail – cppp-nic@nic.in 

Phone – Toll Free 24 x 7 Help Desk 1-800-
233-7315 

 

T H A N K      Y O U  


