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Conditions

Information contained in this guide is confidential in nature and is not to be disclosed or
duplicated, in whole or in part, for any purpose whatsoever, without written consent of
National Informatics Centre(NIC). Receipt of this guide is considered acceptance of these

conditions.
Accuracy

All information in this guide is based on the latest product information available at the
time of printing. NIC has carefully reviewed the accuracy of this guide, but cannot be

held responsible for any omissions or errors that may appear.

NIC reserves the right to revise this publication and make changes in its content without

notifying any person of such revision.
Trademarks

The mark National Informatics Centre, the National Informatics Centre logo, and all
other National Informatics Centre marks, are trademarks or registered trademarks,

owned by National Informatics Centre, India.

Support

The Help Desk Support Centre will be your first point of contact at NIC.
Telephone: Help Line Number will be available from 1% of Jan 2012 in the portal.

Email: cppp-nic@nic.in or cppp-doe@nic.in

National Informatics Centre,
Department of Information Technology
Ministry of Communications and Information Technology
A-Block, CGO Complex, Lodhi Road, New Delhi - 110 003, India
© 2008 Tenders NIC, All rights reserved.
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1 Introduction

This user manual assists the users to understand the ePublishing process of the tenders,
without using DSC, in the Central Public Procurement Portal (CPPP) of National

Informatics Centre.

1.1 How to read this manual

Some parts in the text are marked with symbols for better understanding. The symbols

used are as follows:

Note: A tip or suggestion on how to use the functionality

y/ Important: The user must take care and use the functionality as described

1.2 Acronyms and Expansions

The acronyms used in this guide and their expansions are as follows:

Acronyms Expansions
NIC National Informatics Centre

NIT Notice Inviting Tender

DSC Digital Signing Certificate

AOC Award of Contract

2 eProcurement System

The Government e-Procurement system is to make the Government Tendering Process
online. This web based system facilitates for Government Institutions to create, publish
the tenders, receive the bids, open it online, evaluate the bids and assign the contract to
the selected bidders. Also, it facilitates the bidders to submit their bids online within the

scheduled time.

This user manual assists the department officials to carry out the tender creation, its

publishing, corrigendum creation, its publishing and finally the updating award of
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contract details without using Digital Signature Certificate (DSC). In addition, the
process of creation of user accounts with roles for department officials by nodal officers,

is also covered, to enable them to carry out the epublishing process subsequently.

3 ePublishing

ePublishing module is a functionality which allows the department user to perform
functions like creating and publishing of tenders enquiries, its corrigendum and upload
Award of Contract (AOC) once the bid has been finalised.

4 Qverview

= Department User creates and publishes the tenders. If needed, they may create

and publish corrigendum.

= The published tenders/corrigendums are listed in the Central Public Procurement
Portal (CPPP).

= Bidders/users can view and download the required tender and its related

documents.
= Bidder prepares the documents and submits the bid manually.

= The submitted documents are manually opened, evaluated both technically and

financially.

= Based on the committee’s recommendation, the tender is awarded to the

respective selected bidder(s).

= The AOC document is uploaded by the concerned department official in the

Central Public Procurement Portal for the public view.

» To update the award of contract, the awarded bidder name can be
selected from the list of bidders name registered in the portal and the
department official needs to select the bidder to whom the contract is
going to be given. Hence the bidders have to necessarily register in the

portal.
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5 Getting started

5.1 Login

Any user can perform various activities based on the role assigned to him/her only after
successful login and authentication. Authentication ensures that only valid users log into
the system. Each user has a unique user id and password. Based on the user id, users

are distinguished as different role players.

» When user enters wrong username/password, system displays
_— ‘Authentication Failed’ error message.

Notes = = Fields marked with ‘*’ are mandatory. If user did not fill these fields,

system displays corresponding error message.

6 ePublishing without DSC

6.1 Enabling usage without DSC and nodal officer account

creation

The application administrator is responsible to configure the dept to publish the tender
without DSC. After this is done, user accounts for the identified Nodal officers for each
dept will be created by the Application Administrator based on the filled in application
form. Each nodal officer will inturn create user accounts with roles to the department

officials who are responsible in the epublishing activities indicated earlier.

6.2 Nodal Officer Login

To login into the portal:

1. Open the Central Public Procurement Portal site.

CPPP User Guide
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13 Der-2011 | atest Active Tenders | Tenders hy Closing Date | Corrigendum | Resultz of Tenders
Welcome to the Central Public Procurement Portal
Duwnload Lalest Tenders The Central Publc Procurement Portal, Government of India, wil enable all the Department users to pubksh ther User Logn
Tender Enquiries, Cormigendums and Award of Confract details from 1st Jan 2012. Users can migrate to total I
electronic tendering in a phased manner from April 2012 onwards.
Tenders by Location 0
f Expenditure Office Memorandum o 'v‘-=’-’::c-"_‘ Pyt bR a s i on the Central Pub secpty les
Tiabcss by Valoe Wi : Enterthe Login ID
Roadmap for Implementation
g and Password
Tenders by Uassification
d) L xpend E
Tenders in Archive ) A demo site for practics and training will be avalable ﬁwwm
:  Click this button to .
Tenders Status A Latest Tenders A Login Click here to Enrofl
~=mll il Block Password?
Tender Title Reference No m———* - gid Opening Date Fonmt:{ e e i
Downloads .
Search with Tender Reference noftender
Announcements
avalable
Recognitions
Site compatibility
£ Latest Corrigendums
Related Links Corrigendum Title Reference No Closing Date Bid Opening Date
il i

Figure 1: Login screen

2. Enter the registered Login ID and Password allotted to the nodal officer.

3. Click the ‘Login’ button.

System displays the Dashboard screen as shown below.

DASHBOARL

IUser Management

Cepartment Users

e Welcome NODAL COFFICER e-Procure,

3 | Blucked User LisL

o £

View Profie  Edit Profie

~1 &

Change Pazsword  Digital Signature Cartificate

Figure 2: Nodal Officer Dashboard screen
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6.3 Department User Creation

Nodal officer need to create department users with Procurement Officer Administrator
and Procurement Officer Publisher roles to proceed further.

To create the Department User:

1. Select the ‘Department User’ tab on the Dashboard screen

DASHBOARD

User Management

] Welcome NODAL OFFICER e-Procure,

4 £ & <

View Profile  Edit Profile  Change Password  Digital Signature Certificate

Click this tab to

create new
~ Department User

Figure 3: Department User tab on Dashboard screen

System displays the Department Users List screen.

1ISFR MANAGFMFNT
llspr Management
> @ pepartment Users List
s
Search
User Name
Organisation Mame -Salact-
Uepartment Name -helect- v
Division Hamc Sclock -
User Status -Select v
Cancel Search
New User
& print
User List
SHn | llser Mame I ngin Td Org/DeptiDiv/SuhNiv Hser Status | Wiew
1 Depl User 2 JdeplZ@hiivin OR@E fur ePublizling/Depl fur ePublis hing/Div fur DSC &)
ePublishing Registered e
¥ Leptiszer 3 for MIC  deptuserdignican UHG for ePublishingfUept for ePublizhing Hegistered f:|
=] Div Usar divuser@nicin ORE for aPublishing/Dept for aPublis hing/Div for  DEC &7
ePublishing Reyislered —
4 Div uzarl divureri@nicin  ORGC for aPublizhing/Dept for 2Publizhing/Div for  DGC &)
eFublizhung Hegistered S
3 RS deptuserLi@nic.in ORG for ePublishing Feglstered 'T!
EPROCUREMENT =
& ORG EPUBLISH epublish@nic.in  ORG tor ePublishing DsSC ’I!
Ragistarad —
Payes : == <= 1 > »>

Figure 4: Department Users List screen
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2. Click the ‘New User’ button.

System displays Department Users creation screen.

USER MANACEMENT

User Management

o Department Users

Select User Level
Organization Uscr *
Lepartment/Circle User ¥

Division Uscr ¥

o060

sublivision User™

Fersonal Detalls
Tile * Mr
First Mame * DEPT USER
| ast Mame ¥ e-Pronre
DOB (Date OF Birth)* 911211906 =

Mother™ s Maiden Mame * Mother

triter emall address for loqin id. eq: prakash chandrsidaov.n
Login Id * dcptuscri@gov.in
Secretanat Departmment | MIC
Organization {Wing) Mame * ORG For ePublishing

Nepartment/Cirde * | Dept far ePublishing v

Designalivi®  Teulnidl Direulue
Hink Qusstion is Important as would be used in cass the password is forgottsn and to recover the password at a lster stage.
Hint Question ™ k>
|lint Answer is Important as veould be used in case the password is forgotten and bo recover the password ot a later stage.

Hint Answer * WO

Contact Details

Figure 5: Department User creation screen - 1
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Disudaimer | Teris ol Use

Designation*  Technical Director
Hint Quection is Important as would be ussd in case the password is forgotten and to recover the password at a lster stags
Hint Questinn * VS
HInt Answer 15 Important as would be used n case the password is fiorgotten and to recover the password at a later stage.

Hinl Answer * NO

Contact Details

I, Delhi
Contact Address *

Alternale Emnail * depluser I@yuy.in

(Alternate Fmail TN can ha <ame as paor Lagin 0. A the mail
urrezpuide L seod vnily Lo Ui allenate Ensil 10.)

Phone Detalls eg: +91 044 22272449
Phone * 91 011 222555663
Fax Uetails eq: +91 U449 Z2272999
Fax 01
Mobile® 0454545454]

Cancel Nort »

Versivi: v1.08.08 09-11-11 Copyright £ 2007, NIC. All riylils reseryed,

Figure 6: Department User creation screen - 2

On the Department Users screen,

3. Select the User Level.

4. Enter the Personal Details and Contact Details.

5. Click the ‘Next =’ button.

System navigates to the next screen.
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USER MANAGEMENT

User Management

Department Users

User Roles

Sedel Rode fur U

Please note: If

User Roles

Report Portal Rights
Click this button to
create the user

Plaace read the quashion halows and anter the answer in the bext box

Which uf the fullewing starl with w: chuya, bupuy, comid

[ Crange dhestion

Anzwer ® chuga|
Click this button [ submit|
exit without creating
the user
Disclaimer | Terms of Use Version:¥1.00.00 09-11-11 Copyright @ 2007, NIC. All rights reserved.

Figure 7: Department User creation screen - 3

6. Select the ‘User Roles’ as Procurement Officer Admin and Procurement Officer

Publisher by enabling the corresponding check boxes.

7. Select the ‘Report Portal Rights’ as Admin Reports or Dept Reports using the

radio button.

8. Read the question appearing in the text box and enter the 'Answer’.

"afv In case the user wants to load a different question, click the ‘Change
Note =" : . Change Question . .
Question’ button to load a different question.

After filling all/or required fields,
9. Click the ‘Submit’ button.

Alternatively, click the ‘Cancel’ button to navigate to the previous screen as

shown in the Figure 72.

System lists the created department user in the table as shown in the below

figure.

CPPP User Guide
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E User Managemenl
+

+ | Blocked User List

USER MANAGEMENT

& Department lsers List

Search

User Name

Organisation Name -Sedect- L
Department Name -Select- v
Division Name -Select-
User Status
New'V created Cancel Search
Department User
New User
= print
User List
SNo | User Name Login Id Urg/Lept/UNSubLY User Status | View
[ 1 Dept User 2 dept2@nicin ORG for ePubliching/Dept for ePubliching/Div for g ioeg oy »:_ ]
abuklibiog 3
2 Deptuser 3 for NIC deptuser3@nic.in  ORG for ePublishing/Dept for ePublishing Registerad f:|
3 DEPT USER deptuseri@gev.in ORG for ePublishing/Dept for ePublishing Registersd &
a-Drocura L
4 Div User divuzer@nivin ORE fur wPublizhing/Dept for ePublishing/Giv for  DSE f’:!
aPublishing Ragistared
5 Uiy userl divuserli@nican  OKRG for ePubhishing/Dept for eFublishing/Liv for  DSC ’_:i
ePublizhing Regiztered .
3 ORG deptuserl@nic.in ORG for ePublishing Registered f:|
EFROCUREMENT al
7 ORG EPUBLISH epublish@nicin  ORG for ePublishing DSC {Q
Registered =

Pages : << < 1 > >>

Figure 8: Department Users List screen

6.4 Tender Creation

Department Users with the Procurement Officer Admin role can only

To create tenders:

1. Launch the Central Public Procurement Portal site.

CPPP User Guide
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13 Der-2011 | atest Active Tenders | Tenders hy Closing Date | Corrigendum | Resultz of Tenders
)
Welcome to the Central Public Procurement Portal
Duwnload Lalesl Tenders The Central Publc Procurement Portal, Government of India, wil enable all the Department users to pubksh ther User Logn
Tender Enquiries, Cormigendums and Award of Confract details from 1st Jan 2012. Users can migrate to total I
electronic tendering in a phased manner from April 2012 onwards.
Tenders by Location a
y ook TR —
. Please Click here once, before
E i loon to ensure that any
Temders by Value Enterthe Logln ID N nfrematinn that i:r::‘hsﬂ (streed)
and Password on your Browser is erased and wil
a3 it =l R i Lk
Tenders by Classification b} ———
C it
d) enditure) 2 Gol
Tenders in Archive ) A dema site for practice and training will be avaiable from 10th-Sa
BN - =
Click this buttonto Cioon |
Tenders Status = Login . Click here to Enroll
T — Forgot [ UnBlock Password?
m:——-—’  #id Opening Date ot
Downloads .
Search with Tender Reference noftender
Announcements
) active tenders avalable.
Recognitions
Site compatibility
Related Links Corrigendum Title Reference No Closing Date Bid Opening Date
P Ty - Y

Figure 9: Login screen

2. Enter the registered user Login 1D and Password allotted to the creator.

3. Click the ‘Login’ button.

System displays the Dashboard screen.

DASHBOARD

|I Tender Management

*  lender st

Wik tene ORG FPLIRITSH,

#+  Puhlish 1ender

+ Huhblished ienders

+  AOC tor ePuhliching
|I Courriyendum

o £

View Profie  Edit Profie

Digital Signature Certificate

+ | (reate Unrmigendum

Change Password
endum st

Cnrrigendum Huhlished §isr

Figure 10: Dashboard screen

4. Select the ‘Tender List’ tab from the left menu on the dashboard screen.

System displays the Tender Management screen.
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TENDER MANAGEMENT

Tender Management

Tender List O Tenders

+  + | + | =

search

Teider Reflerence Numiber

Open Tenders
£.Mo Tender 1d

1 2011_EPUB_4

£ tielp

Tender Type -Select

Clear  Search

Tender Reference Mumber Created Date Type View  Delete

Test Tender -Dec-2011 07:07 Open

[ Create New Call for Tender ]

Click this button to
create new tender

Figure 11: Tender Management screen

On the tender management screen,

5. Click the ‘Create New Call for Tender’ button to create the tender.

System displays Basic Details screen.

CPPP User Guide

N A4 € APr



User Guide

Version: v1.08.08

Tender Management

Corrigendum

¥ | C

v Co

Disclaimer | Terms of Use

TENDER MANAGEMENT

3 Tender List + Call For Tender + Basic Details

Basic Details Cover Details

Tender Reterence Number * e-Publishf2011

Tender Type *  Cpen

Form of Contract * | Lump-sum

Mo Of Cover{s)® 2

Account Type Head® | Stabe Govt Funded

No Of Bid Openers® 202
e =
Should allow Re-bid subrmassion 1 (Bhyes Ne
Should allow Withdrawal of bids: ®vyes One
Should sllow Offline submizsion: Oves ®No

Should allow General Technical Evalustion: Ovyes @ o

Payment Mode¥ offine [ online

OffLine Instruments *
[J Direct Credit

[¥] Personal Chegues
] Demand Draft

O r-T-6-5

Click this button
exit without creating

the tender

Version:v1.08.08 09-11-11

NIT Document

Click this button to
proceed

alf

M)

Copyright @ 2007, NIC. all nghts resarved.

Figure 12: Basic Details screen

On the basic details screen,

6. Fill the fields in ‘Basic Details’ tab as indicated from the list boxes/bullet points.

7. After entering all the details, please click the ‘Next =" button.

Alternatively, click the ‘Cancel’ button to exit without creating the tender.

System displays Cover List screen.
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TENDER MANAGEMENT
Tender Management Click these iconsto
) Tender List : e-Publish/ZUl11 # Cover List add Technical and
Financial documents
tover Detalls PEEENTT Docurient

Basic Details
AOC for cPublishing Cover Details
Corrigendum S.No Cover Name Cover Type Cover Documents dd, .
1 2011_EPUB_&_packl Fee/PreQual/Technical o it |
2 2011_EPUB_6_pack2 Finance [ =

Click this button to
proceed

Figure 13: Cover List screen - 1

On the cover list screen,
8. Click the ‘Add Documents’ icon corresponding to the Cover Type to add

required technical/financial content in the cover to be submitted by the bidder.

System displays the added documents counts in Cover Documents column as

shown in the below figure.

TENDFR MANAGFMENT
fender Management
[} Tender List : e-Publish/2011 st
Basic Details Cover Details NIT Document
Cover Details
- . ot = Ad
S.No  Cover Name Cover Type Cover Documents -'.c:':en*.f
1 2011_EPUB_6_packl Fee/PreQual/Technical z =
e
- 2 2011_EPUB_6_pack? Finance 1 [
P
Coverdocuments
counts

Figure 14: Cover List screen - 2
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On the cover list screen,

9. Click the ‘Next =’ button.

Version: v1.08.08

System displays NIT Document screen.

TENDER MANAGEMENT
Tender Manayemenl

) NIT Documents + e-Publich/2011 + NI

Basic Details

Tender Documents

Documant Type Iplaaded Date

Click this button to
navigate to the
previous screen

IT Document

Cover Details

Reference Number :

NIT Document

e-Publish/2011

erifind Ry

Click this button to
upload NIT
Documents
Click this button to

proceed

Figure 15: NIT Documents screen

On the NIT document screen,

10. Click the ‘Upload’ button to upload NIT documents.

System lists the document in the Tender Document table with ‘“Verify’ link as

shown in the below figure.
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TENDER MANAGEMENT

Tender Management
L) NIT Documents + &-Publish/2011 + NIT

T Document

Basic Details Cover Details

J Tender Reference Number : e-Publish/2011

v
nlolo

. - Tender Documents
— Document Type Uploaded Date Verhed By
NIT 19/12/11 et To Varify

cc<cl>>>

<« Back

Click this link to
verify the document

NIT Document

Upload Next »

Figure 16: NIT Document Verify status

On the NIT document screen,

11. Click the “Verify’ link and validate the document after verification to ensure that

the correct document is uploaded.

System changes the Action to “Verified’ as shown in the below figure.

CPPP User Guide
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TENDER MANAGEMENT

Tender Management

@ NIT Documents + e-Publish/2011 * NIT Document

*
: 4
Basic Details Cover Detait " A

+ Action is changedto
¥ g Verified status
| Corrigendum J Tender Reference Number ; e-Publish/2011
+ C
¥ | C
o Tender Documents

= Document Type Uerifisd By A Delate

NIT

« Rarck Delete Upload m

<< <]l>>>

Click this button to
proceed

Figure 17: NIT Document Verified status
After verifying the NIT documents,
12. Click the ‘Next =’ button.

System displays View Tender Information screen.
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Tender Management

TENDER MANAGEMENT

0 Tender List # View Tender Informatios
Click this button to
go to previous screen

I Tender Reference Number : e-Publish/2011
- - - . woder Id ;
Click this link to edit el s
= srider Type :
the corresponding Jerder THRS: . Oneh
details

Cover Details { No. of Covers 2 )

COVEr

No Document Type Dascription
No

Cover Type Document Label
Faa/Praual 2011_FPUR_A_packl_14 _pdf EMD
FTachnical

2011_EPUB_6_pack 1_15 - Click this link to add

2 Finance 2011 _EPUB_6_pack2 16 .xls

work items
NIT Documents
SNo Document Size (in KB) Descripbon
1 NIT 4.0 TENDER NOTICE

Work Items
SNo ;r_j'ﬁdt'_ Work Item Tile  View Edit Add Docs Template Corr Crelete

< Barck

Figure 18: View Tender Information screen

On the view tender information screen,

13. Click the ‘Edit’ link corresponding to the section to edit the previously entered

details if necessary.

14. Click the ‘Add New’ link corresponding to Work Items section to add work items.

At any point of time click the ‘Back’ button to return to previous screen.

System displays Work Item Details screen.
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Tender Management

TENDER MANAGEMENT

© Tender List + e-Publish/2011 + Basic Details

Wwork Item Details Fee Details Critical Dates

L/Ttern Title ® Supply of fand peodocts

You have entered 23 of 250 Characters
Supply of food products

Work/Item Description ¥
Yiou have enbered 0 of 250 Chasacters.
Pre Qualification Details
Product Category * Food Products L
Praduct Subeategory
Contract Type * Tender v
Tender Value * INR. % 150000
Bid Vahdity Days * 120 v
Calendar
Completion/Delivery 45

Peried in Days *

Click this button to

exit

Bidopeners Selection work Item Documents

Give Location Detail

{work / services / Dethi
items) *
Pincode o

Common Frocurement Codes

CPC Description Add
Pre Bid Meeting Place

Pra Rid Mesting * O ves ® o

Pre Bid Meeting Place *

You have entered of 250 Characters.

Pre Bid Meeting Address
*

Bid Opening Plag Click this button to
proceed
Tenderer Class®
Inviting Officer® ™ 1
MG, Deli |

Inviting Officar Address *

— D

Figure 19: Work Items Details screen

On the work item details screen,

15.Fill the ‘Work Item Details’ as applicable.

16. After entering all the relevant details, Click the ‘Next =’ button.

Alternatively, click the ‘Cancel’ button to exit.

System displays Fee Details screen.
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TENDER MANAGEMENT

Tender Mancyemenl

T O Tenderlist + e-Puhlich/2011 # Fee Details
+ 5 e < :
WorkItem Details Fee Details Critical Dates Bid Openers Selection Waork Item Documents
+
¥
J Tender Reference Number : e-Publish/2011

Tender Fee Detads

Tender Fes (INR) 6000
Processing Fee (INR) 0 d
arges (INR) 0 7]

ges (INR) D

Click this button to
proceed

Click this button to [Next > ]

exit

Figure 20: Fee Details screen
On the fee details screen,

17.Fill the ‘Tender/EMD Fee Details’ as applicable. If EMD exemption is allowed

for the tender, click Yes button otherwise No button.
18. After entering all the details, Click the ‘Next =’ button.
Alternatively, click the ‘Cancel’ button to exit.

System displays Critical Dates screen.
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TENDER MANAGEMENT
,. Tender Management
E © Tenderlist + a-Publich/?011 + Critical Dates
WorkItem Details Fee Details Critical Dates Bid Openers Selection Work Item Documents
] Tender Reference Number : e-Publish/2011
Hour Minz

Publiching Diate™ 191122011 j At 15 00 »=

Document Download / Sale -
St e c BT = A 16 |00

Document Download / Sale
End Date s 231272011 = o |03 |00
Seek Clarification Start Date = at mw [onw
Seek Clarification End Date j Upto 03 » 00 »
Bid Submission Start Date® 911217011 j At 16 & 05 ~
Bid Submission Closing Date™ 2071212011 :I Upto 15 » 00 »
Bid Opening Dale® 2971272011 = At TEREr
Click this button to \ [ next » |
exit
Click this button to
proceed
Disclaimer | Terms of Use Wersion:v1.08.08 09-11-11 ghts reserved.

Figure 21: Critical Dates screen
On the critical dates screen,
19. Declare/update all the required dates in ascending order.
20. Click the ‘Next =’ button.
Alternatively, click the ‘Cancel’ button to exit.

System displays Bid Openers Selection screen.
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TENDER MANAGEMENT
Tender Management
¥ Temler List ) TenderList + ¢ Did Opener Selection
WorkItem Details Fee Details Critical Dates Bid Openers Selection Work Itern Documents
A B8 gx 8
QO e o s
Bid O S in Or istai Level. Bid op s type (2 Off 2).50, Required bid openers:2
i Bid Openers List
> £.No Mame Deasignation Login Id Usar Lave Salact
i i el L amirtham.mr@nic.in
atuleumar@nic.i Click this button to
proceed

appadmin@nicdn

Click this button to m

exit

Figure 22: Bid Openers Selection screen

On the bid opener selection screen,

21.System enables the check box automatically corresponding to the ‘User Name’
of 2 bid openers.
22.Then, Click the ‘Submit’ button.

Alternatively, click the ‘Cancel’ button to exit.

System displays Work Items Documents screen.
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TENDER MANAGEMENT

Tender Management

© Work Item Document List + e-Publish/2011 + Tender Documents

WorkItem Details Fee Details Critical Dates BidOpeners Selection Work Item Documents

Bol Preparation Guidelines __ Item Rate [} Percentape Rate Lf Item Wise With Taxes

J Tender Reference Number : e-Publish/2011

Work Item Documents

Document Type D#scription Uploaded Date Action Delete
L wurmeily ol fowd.,
Click this button to
return to previous 4__{ 4 Back l[l.lplnad l {let ’]
screen

Click this button to
upload the work item
documents

Click this button to
proceed

Figure 23: Work Item Documents screen

On the work item documents screen,
23. Click the ‘Upload’ button.
24.Upload the work item documents one by one relevant to the tender.

System lists the updated document in Work Items Documents table and displays

the verified status as shown in the below figure.
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TENDER MANAGEMENT
Tender Management

© Work Item Document List + o Publish/2011 + Tender Documents
WorkItem Details Fee Details Critical Dates BidOpencrs Sclection Waork Item Documents

BoQ Preparation Guidelines [ Ttem Rale B Percentaos Satae s st tine Wilh Taxes

Action is changedto
Werified status

J Tendsr Referance Number : a-Publich/2011

Verified Ry: NEPT LISFR e-Pracure
Work Item Documents
Dacument Type Description Uploadad Date Dieleta

BOQ Financial Document 191211

<€ <] >>>

4« Back Delete Upload

Click this button to
proceed

Figure 24: Verified Work Item Document
On the work item documents screen,
25. Click the ‘Next =’ button.
Alternatively, click the ‘Cancel’ button to exit.

System displays View Tender Information screen with the added document

details as shown in the below figure.
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TENDER MANAGEMENT

' Tender Manzgement
© Tender List * View Tender Information

& Help

Click this button to

goto previous screen

| Tender Reference Number © e-Publish/2011
Tender 1d : 2011_EPUB_6
r Type : Open

R

o Click this button to -
edit the -
corresponding details

Cowver Details ( No. of Covers 2 )

;:—--«er Cover Type Dacument | absl Document Type Description
1 Fee/PreQual 2011_EPUB_6_packl_14 .pdf EMD
[Technical
2011_FPUB_&_pack1_15 .pdf Tachnical Dacument
z Finance 2011_EPUB_6_pachZ_16 .xls Prive Suedule

Newly added work
item details ~
~ document TS
SNo [Mgumen Description
s S 24 TEMDER NOTICE
S| Retender *7 Add New
Work Items
SMNo Tender 1d '\t‘:':l‘;k e Vie Edit Add Docs  Template Corr  Delete
=
1 2011_EPUB_6_1 Supply of food &) £ F SN — -
l SR p-aaué Sal LY ,JJ EN) ]

4 Rark  Delete

Figure 25: View Tender Information screen with Work Item Documents

With this step the eProcurement System has created the tender in the publish

tender folder and it is ready for publishing.

6.5 Publish Tender

Department Users with Procurement Officer Publisher role can only publish the tenders.
To publish tenders:

1. Select the ‘Publish Tender’ tab from the left panel on the dashboard screen.

System displays the Publish Tender screen.
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TENDER MANAGEMENT

Tender Management

Specify the required
search criteria

—

© Publish Tender

Click this button to
fetch the search
result

i\

Search
Tender Id

Tender Title

Tender Type

-Select

Click this button to

clear all the fields
Publish Tender List

S.No Tender Reference Number ' Tender Tiths Tender T

1 e-Publish/2011 Supply of food Open

products

Click this icon to view
the tender details

4 Clear " Search l

Tender Id

¥De

Z011_EPUB_6_1

Cancel

Figure 26: Publish Tender screen

On the publish tender screen,
2. Enter the required search criteria.
3. Click the ‘Search’ button.

System displays the search result in a table.

4l
4. Click the ‘View’ icon —

Alternatively, click the ‘Cancel’ button to exit.

corresponding to the required tender.

System displays the tender details as shown in the below figure.
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T

+  Tender List © rublish Tenders

+ | Publish Tender

+ Fublished Tenders

) coitncrttemy | Organication/Department e o

cndum : fMisiondSohDvisinn |ORG o foiapE for

3 Ureate Corrigendum | Tender Refersnce Number ¢ Publish/2011

S T | Tender 1d 2011 _EMUB_ 6 1

+  Corrigendum Published List i Tender Type Open Form of contract
Mo. of Covers 2 Tender Category
I» Resubniizsion Allueed Tes Is Willudr awal Alluweed
ﬁl‘?mi:e Sbinaup Mo payment Mode
?f:z:!;ﬂ:i‘ild Ny Templale Nane

Lump-sum

| Payment Instruments

Mr DEPT USER e-Procure, Technical Director

Technical Director
19-Dec-2011 02:30 PM

| Created By
| 2 Mo Instrument Type | : Designation
L Cremand Draft Created Date
iz Parsonal Cheques !

| Cuver Delails, Nu. Of Cuvers - 2

:[ Pay Inlu & Durumenls

Cover 27 | o
Hu | Cover | D Type | D
i FeafPreQual pdf EMD
| fTachnical
.pdf Technical

Dariment

153 Finnanwe Lxls Frive Suedule

| Work Ttem Detail
: Title

: Work Description

1

iSUDDIv of food products
=upply of fond prodoces

Common
Procurement
e

= 420
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Allowed
Product Category el Priviudn Sub category Contract Type  T=nder
Pre Bid Meeting Place Pre Bid Meeting 8id Opening NIC Officer
Address Placs
Location/Pincode Delhi /0 Officer Inviting | TC Officer Inviting MIC,Delhi.
Bid Address
Bubiioh Eioke 10-Dec-2011 04:00 PM ooy 19-Dec-2011 T 29-
Download / Sale 04:00 PM Download / sale 0%+
Start Date End Date
Clarification Start Clarification End Pre Bid Mecting
Date Date Date
Bid Submission Start  19-Dec-2011 04:05 PM  pid Submission  23-Dec2011 Bid Opening
Date End Date 03:00 Date
Wurk Ilems Ducuments
Document
Mo WorkitemTitle Documentiame Document Typs Size {in Deseription
KB )
1 Supply of food oy =R BOQ 40.0 Financial Document
products T——
Click this button to
Bid Dpeners List navigate to the
S.No Bid Opener Name Bid Ope.. previous sSCreen =fhail
1 Mr Systarn Administratar 1 Harpans  Spctam Sdminisiralon sgpeadmindnicin
eTendare
2 Mr Application Adm x Appl Administrator sppadmin@nicin
a-FProcure
Publish Tender ' 4 Back '
Click this button to
publish the tender
Dicclaimer | Terms of Use w\tgnion:vi_na,ﬂa 09-11-11 Copyright @ 2007, NIC. All rights reserved.

Figure 28: Publish Tender - Tender details screen - 2
On the publish tender — tender details screen,
5. Click the ‘Publish Tender’ button.
Alternatively, click the ‘Back’ button to go to previous screen.

System publishes the tender and displays a success message as shown below.

@ You have published the Tender successfully.

Click here to check Published Tender List

Figure 29: Published Tenders screen

6. Click the ‘Click here to check Published Tender List’ link to view the
published tenders.
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TENDER MANAGEMENT

Tender Management

Tender List # Published Tenders

Published tender is
listed In the table

+ v o+

Search
Corrigendum Tender Id Tender Type _Seleck W2

Tender Title

Published Tender List

Cancel

Figure 30: Published Tenders screen

The dept user now can go to http://eprocure.gov.in site and check to see the tender

is getting scrolled under latest tenders option.The detailed view of the tender can

also be seen under latest active tenders option after selecting the desired tender.

6.6 Award of Contract

After the selection of a bidder by the competent authority, the successful bidder will be
formally notified of the award by order prior to expiration of validity period. The letter
called “Award of Contract” will state the contract price that the TIA will have to pay to
the bidder towards the execution/completion of the tender, subject to furnishing a

performance security within the stipulated date.
To perform award of contract:
1. Select the ‘Award of Contract’ tab on the left panel of the dashboard screen.

System displays AOC for ePublishing Tenders screen.
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AWARD OF CONTRACT Y
Tender Management
5  Tender Lict ) AOC for ePublishing Tenders
+ | ADC far ePuhliching &l Help
rmgendum Search
i Somoeman e Click this con to view
the bid details
ADC Tender List
Figure30: AOC for ePublishing Tenders screen
2. Click the “View’ icon corresponding to the tender reference number.

System displays the bid list to update the selected bidder details for award of

contract.

AWARD OF CONTRACT

Tender Management

0 AoOC for ePublishing

Click this button to

add bidder ID
Enterthe bidder login y
- a ID
Tender ID : c...._,....r i
[;c:".:' badder 1@mad.com I [ Add I

Bids List

S.No Loginid

Click this button to

go to previous screen

Figure31: Adding Bidder details
3. Enter the bidder ‘Login 1D’.

4. Click the ‘Add’ button.

Alternatively, click the ‘Cancel’ button to return to previous screen.
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System adds the bidder details and lists it in the bids list.

AWARD OF CONTRACT

Tender Management
) AOC for ePublishing

Cancel

k3l Help
Tender Title : Construction of School building
= Tender Ref Na
Teg Enter the Rank of the
bidder
Bids List
S.h Bidder Type Select

tandarar

o

Delete

Clear MNext »

Figure32: Bid details screen

5. Enter the bidder ‘Rank’ as L1, L2 or L3 etc.

AWARD OF CONIRACT

Tender Management

) Ao0C for ePublishing

+
4 P
+

y | A

Corrigendum

Enter the bidder login
D

—

Tenu.
Temder 107 wussze.

Click this button to
add bidder ID

bidder 2@nic.in|

Bids List

S.No Loginid

Cancel

ank Selec
; r
Clear Delete Next »

Figure33: Bid details screen - 1
6. Enter the next bidder ‘Login I1D’.

7. Click the ‘Add’ button.
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Follow the same steps to add more bidder details.

AWARD OF CONTRACT
Tender Manayement

) AocC fer ePublishing

Help

ender Title . Comstruction of S=4 A

tef No : e-PUR Enable this checkbox

wrudor 102 0 to select the bidder to
awardthe contract

Bids List

r Firsthame Lastiame tenderer 2 r

Cancel Clear Delete m

Click this button to
proceed

Figure34: Bid details screen - 2

8. Select the bidder with the lowest rank who has been shortlisted for award of

contract.

9. Click the ‘Next =" button.

System displays the next screen to add contract value and upload AOC
documents.
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Tender Management

+ Tender List

AWARD OF CONTRACT

O Aot for ePublishing

& Help
rige Enterthe contract hool building
value and select the ISC
- currency type .
Contract Valuc * INR. &% SO0D000 I
AWARD OF CONTRACT
Upload the AOC
Description document, Sigl'l and
verify the document
|
B A e A S /

AOC Details * [C\Documents and Setfe|_Browse

Cunbrad Dale *22 Dec 2011

Warl Complation Pariod (in dayz)*&0
=

Bids List
S.Mo  Bid Numl Rank

L1

Status AQC

Bidder Name
bidder one

Bid Type

Online Accepted

Can

Enter the contract

date ad completion
\ period

Click this button to
award the contract

10.

11.

12.

13.

14.

Figure35: AOC details screen
Enter the ‘Contract Value’ and ‘Description’.
Upload the ‘AOC details document’.
Enter the ‘Contract Date’.
Enter the ‘Work Completion Period’ in days.
Click the ‘Save’ button.
Alternatively, click the ‘Cancel’ button to return to previous screen.

System updates the award of the contract details and displays a link to print the

Award of Contract.
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AWARD OF CONTRACT
I Tender Management
+ Tender List @ AvL for ePublishing
4 | Publish Tender
3 Published Tenders E
i nele
3 AOC for ePublishing
I Corrigendum
s Create Corrigendum end - 5 . —
+ Cormagendum List = C I(thls “nk to view _““\_\
= . and print the award of
+ Corngendum Published List
B contract -
Enter the botal amount of BOQ
Contract Value * INR ™ 00,000
AWARD OF CORRRACT
Description
Upload the A0C details document
Uploaded AOC document :AOC pdf o
Contract Date *33 pec 2011 =
Wwork Completion Period (in days)* 365
Bids List
S.No Bid Number Bidder Name Bid Type Rank Statud AQC
1 29507 TestBidder FirstName LastName  Online L1 Accaptad

Figure36: Print AOC link
15. Click the ‘Print Award of Contract’ link.

System opens the Award of Contract in a new window.

e

 Click this link to print
- theaward of contract
| — P

—

Date : Z2f12f2011 U7:21 P

= = e T

Tender ID :P011_TD_S482_2

IMMM:ED&&:{
Tender Tithe : Detais

Cover Syctem : |2

Curiract Dale :22/12/2011

Conkract value : INK. 5U,U0,000

‘Work Completion Period in days :B65

A0C document : ADC pdf (414.0 KB)

ADC Description $ AWARD NF CONTRACT

[ Terderer Hame <1

|

[ Bid Reference Number : 29507

|

Kongratulstions! You have been awarded the contract for this tender.

]

Tender Inviting Authority

Figure37: Award of Contract certificate

*** This concludes the ePublishing process without using DSC ***
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