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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 will be your first point of contact at NIC.

Telephone: For any queries, please call 24 x 7 helpdesk No.: 0120-4200462, 0120-
4001002

Email: Kindly send your Technical queries to cppp-nic@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 Tender Creation

Department Users with the Procurement Officer Admin role can only create the tenders.

To create tenders:

1. Launch the Central Public Procurement Portal site.

MIS Reports

Tenders by Location

Tenders by Organisation

Tenders by Classification

Tenders in Archive

Tenders Status

Cancelled Tenders

Downloads

Announcements

Awards

Site compatibility

e —_—w e

Search | Latest Active Tenders | Tenders by Closing Date | Corrigendum | Results of Tenders

Welcome to eProcurement System
The eProcurement System enables the Tenderers to download the Tender Schedule fres of cost and then submit the
bids cnline through this portal.

Enter the login ID
and password

A Latest Tenders

Tender Title Reference

FETFPS

Agri/SEWU SC/DD{AE
1)/2014

WESEDCL/IT/GM/NIT
2014-15

01fen/mdk

8, Supply of Power Rig and Allied

st 31-Jan-2015 02:00 PM
Machineries

31-Jan-2015 09:00 AM

17-Jgp=ane= e

Click this button N

2, WESEDCL/IT/GM/NIT 2014-15

10, Buid madk

Corrigendum Title Reference Ho Clasing Date Bid Opening Date

1. Bog changs JBV 001/SESC/14-15 05-Jan-2015 04:00 M 03-Jan-2015 03:00 AM

2, submision date change JBV 001/SESC/14-15 05-Jan-2015 04:00 PM  03-Jan-2015 09:00 AM
/i /:

3, tender fe= changs :‘;B-""FR“OON- BENAZIR/2014 03 1an-2015 09:00 AM  03-Jan-2015 05:00 AM

.
psinRi) picca

Certifying Agency

Government eProcurement

& Home [ Contact Us

User Login

Login ID *

—
A E—

idder Enroliment

enerate | Forgot Password?

Search with Tender Reference nojtender
idi Title/ Description

Tender Search

Figure 1: Login screen

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

3. Click the ‘Login’ button.

System displays the Dashboard screen.
DASHBOARD D

I User Management : _

oy e / Click this tab to
|| render management create new tender

» Create Tender / Tender List

4 Publish Tender E Pendin E{.B Activity Of the Day

+ | Published Tenders

+ Tender Status

+ AOC for ePublishing A Alerts

» AOC for Rate Contract
I Corrigendum

+ Create Corrigendum ® Announcements

- |FtErETTEETTLT Additonal Help Desk Numbers on ePublishing and eProcure, with effect from 04-May-2016 09.00 AM

» | Corrigendum Published List on-wards.

Figure 2: Dashboard screen

CPPP User Guide- Tender creation | Version: v1.09.04 Page 4 of 15




National Informatics Centre | Central Public Procurement Portal

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

System displays the Tender Management screen.

11 sULe_mic_1Tuuo BLNL I eU L LITLELTsULs USIUS LpEn &)

BM
1z Z014_NIC_ 19006 demo/upinballia/19.12.2014 19-Dec-2014 02:05 Open :]
BM
13 2014 _NIC_ 19004 demo/18.12.2014/UPIN 18-Dec-2014 02:44 Open ’:]
PM
14 2014_NIC_19002 hyfhydfyh 17-Dec-2014 02:29 Limited | —
BM Tender
15 2014_NIC_19001 HLL/PCD/ HLL/PCD/ 17-Dec-2014 03:05  Limited Y|
HLL/PCD/ HLL/PCD/IEVIEV - PM Tender
01 /CHA
16 2014 _NIC_18339 demo/test/16-12-2014 16-Dec-2014 12:36 Open :]
BM
17 2014 _NIC_18998 demo/upjn/2014 16-Dec-2014 10:42 Test N
AM
18 2014_NIC_18997 No- ITBB/QM/MISC/2014-  15-Dec-2014 07:35  Limited &l r
389 BM Tender
13 2014 _NIC_18396 demo/UPIN/LKO/12/12/2014 1Z-Dec-2014 04:41 Open :]
PM
20 2014 _NIC 18335 2014 DTRTI_111Z14 11-Dec-2014 01:46 Test :]
BM
Click here to
new tender Create New Call for Tender Delete

Figure 3: 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.

1.1 Basic Details

TENDER MANAGEMENT

User Management

» My Accounts Tender List + Call For Tender + Basic Details

PR LM Basic Details Cover Details NIT Document

# Create Tender / Tender List

4 Publish Tender
Tender Reference Mumber * | TEST/TENDER/15/2016
+ | Published Tenders
Tender Type * | -Salact- [+]

# Tender Status

Form of Contract*

Auction

# AOC for ePublishing No OFf Cover(s)*

# AOC for Rate Contract Tender Category *

i . = L Testin
Corrigendum Account Type Head* LL1gsting —

# Create Corrigendum
Cancel Next
+ | Publish Corrigendum

» | Corrigendum Published List

Figure 4: Basic Details screen
Basic details of the Tender Creation Process is captured in 3 screens
NOTE:

= Tender reference number: Can be the file number.
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= Tender type: It is the type of tender. It could be any of the above shown
option like Open / Limited / EOI / Auction / Single

TENDER MANAGEMENT

User Management

3 | My Accounts Tender List # Call For Tender + Basic Details

L Basic Details Cover Details NIT Document

s Create Tender / Tender List

4 | Publish Tender
Tender Reference Number * | TEST/TENDER/15/2016
» | Published Tenders
Tender Type * | Limited.

s Tender Status

[ [5]

Form of Contract* | Select-

4 AOC for ePublishing MNo Of Cover(s)*

Buy
4 AOC for Rate Contract . |Fixed-rate

Tender Category Iterm-rate

Corrigendum Account Type Head* :[;‘:R;E;:gne
- Piece-wark
» | Create Corrigendum Rate Contract
: Sale Cancel Next
» | Publish Corrigendum Supply
- - Turn-ke
4 Corrigendum Published List Works Y

NOTE:

o Form of contract: It refers to the type of contract to which the tender
belongs. It could be any of the above shown link Piece Work / Lump Sum /

Fixed Rate / Turn Key etc

TENDER MANAGEMENT

User Management

$ | My Accounts Tender List + Call For Tender + Basic Details

T IR T STI Basic Details Cover Details NIT Document

4 Create Tender / Tender List

# Publish Tender
Tender Reference Number * TEST/TEMDER/15/2016
» Published Tenders
Tender Type *  Limited.
# Tender Status
Form of Contract * | Supply

[] [] [«

# AOQC for ePublishing

No Of Cover(s)* | Select- a
s AOQC for Rate Contract Tender Category * T
Corrigendum Account Type Head* g
» | Create Corrigendum =
Cancel Next

+ Publish Corrigendum

4 Corrigendum Published List

NOTE:

Number of covers: This refers to the number of packet(s) the bidder needs to submit

his bid documents in. It could be done in the following ways:
= 1 -- (fee+pre qual+technical bid+financial bid)

= 2 -- (fee+pre qual+technical bid)/ (financial bid)
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= 3 --(fee)/ (pre qual+technical bid)/ (financial bid)

= 4 --(fee)/ (pre qual) /(technical bid)/ (financial bid)

TENDER MANAGEMENT

User Management

» My Accounts Tender List *+ Call For Tender + Basic Details

R e E e Basic Details Cover Details NIT Document

4 Create Tender / Tender List

4 Publish Tender
Tender Reference Mumber * | TEST/TEMDER/15/2016
+ | Published Tenders
Tender Type * | Limited.
+ Tender Status
Form of Contract * | Supply

# AOC for ePublishing

[ & [

Mo Of Cover(s)* |2 (7]
+ | AOC for Rate Contract Tender Category = | Selece.
Corrigendum Account Type Head™ [Gaods
Senvi
+ | Create Corrigendum V‘.?Unrlfses
Cancel Next

+ Publish Corrigendum

+ Corrigendum Published List

NOTE:

Tender category: Refers to type of category the tender falls in, it could be any of the

above shown i.e.:
» Goods - Any Tender pertaining to supply / purchase of Goods
= Services - Service oriented tenders

= Works - Relating to carrying out of various categories of work.

TENDER MANAGEMENT

User Management

» | My Accounts Tender List + Call For Tender + Basic Details
e Basic Details Cover Details NIT Document
& | Create Tender / Tender List

# | Publish Tender

Tender Reference Number * | TEST/ TENDER/15/2016
» | Published Tenders

Tender Type * | Limited. El
Tender Status

> Form of Contract * | Supply [=]

# | AOC for ePublishing No OF Cover(s)* |2 EI a

# AOC for Rate Contract Tender Category * | Goods =

Corrigendum Account Type Head* | -Select- [~]
# | Create Corrigendum State Govt Funded

- - Central Govt Funded Cancel Next

+ Publish Corrigendum Others

# | Corrigendum Published List

NOTE:
Account type head: Refers to the type of account head the tender falls in.
It could be:

» State Govt. Funded

= Central Govt. Funded
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* Any Other head

1.2 Cover Details

System displays Cover List screen.

TENDER MANAGEMENT

User Management
+ | My Accounts
Tender Management
Create Tender / Tender List
Publish Tender
Published Tenders
Tender Status

AOC for ePublishing

L A I I

ADC for Rate Contract
Corrigendum
» | Create Corrigendum
» | Publish Corrigendum

» | Corrigendum Published List

On the cover list screen,

Tender List :

Basic Details

Cowver Details
S.Mo | Cowver Name
1 2016_DEIT_120815_packl

2 2016_DEIT_120815_packz

TEST/TENDER/15/2016 + Cowver List

Cowver Details

Cover Type
Fee/PreQual/Technical

Finance

Click these icons to
add Technical and
Financial documents

Version:1.09.04 22-07-15

Figure 5: Cover List screen - 1

NIT Document

Add
Content(s)

o ey
r

Cowver Document(s)

o [
r

Hext

{c) 2008 Tenders NIC, All rights reserved.

6. 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.

TENDER MANAGEMENT

User Management
» My Accounts
Tender Management
Create Tender / Tender List
Publish Tender
Published Tenders
Tender Status
AOC for ePublishing

ACC for Rate Contract

CEE R

Corrigendum
s Create Corrigendum
s Publish Corrigendum

» | Corrigendum Published List

Tender List :

Basic Details

Cover Details
S.No Cowver Name

1 2016 _DEIT_120815_packl

z 2016_DEIT_120815_packz

TEST/TENDER/15/2016 + Cover List

Cover Details

Cowver Type

Fee/Prequal/Technical

Finance

Cover Document

Counts

Version:1.09.04 22-07-15

NIT Document

Add
Content(s)
= —

L

Cower Document(s)

1
L

Next

(c) 2008 Tenders NIC, All rights reserved.

On the cover list screen,

Figure 6: Cover List screen - 2

CPPP User Guide- Tender creation

Version: v1.09.04

Page 8 of 15




National Informatics Centre Central Public Procurement Portal

7. Click the *‘Next >’ button.

1.3 NIT (Notice Inviting tenders) Details

System displays NIT Document screen.

TENDER MANAGEMENT

User Management

+ | My Accounts Tender List + TEST/TENDER/15/2016 + MNIT Document
i Basic Details Cover Details NIT Document
3 | Create Tender / Tender List
» | Publish Tender
» | Published Tenders J Tender Reference Number : TEST/TENDER/15/2016
3 | Tender Status
+ | AOC for ePublishing Tender Documents
» | ADC for Rate Contract Document Type Uploaded Date werified By Action Delete

Mo Documents found.
Corrigendum

#| Cremte Comgendum Click this button to
+ | Publish Corrigendum naV|gate to the
\ previous screen

Back Upload Hext
» | Corrigendumn Published List

o ef Tender Documents

Click this button to
upload NIT document

Version:1.09.04 220715 (<) 2008 Tenders NIC, Al rights reserved.
Figure 7: NIT Documents screen
On the NIT document screen,
8. 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.
NOTE:

NIT is Notice Inviting Tender - This is a document which informs the details of
the tender in a concise way. On reading this the salient points of tender being

floated can be understood.
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TENDER MANAGEMENT N
User Management
+ | My Accounts Tender List + TEST/TENDER/15/2016 + NIT Document
I ReE Basic Details Cover Details NIT Decument
s | Creats Tender / Tender List
+ | Publish Tender
+ | Published Tenders J Tender Reference Number : TEST/TENDER/15/2016
4 | Tender Status
» | AOC for ePublishing Tender Documents
4 | AOC for Rate Contract Document Type Uploaded Date werified By Action Delete
NIT 15-Jun-2016 01:59 PM  Yet To Verify Warify =
Corrigendum PR /
4 | Create Corrigendum =
4+ | Publish Corrigendum - Back Delete Upload Next
+ | Corrigendum Published List
Célrc:f t?}:z !:;rcl)lé to t becuments is allowed only in the order of last uploaded first.
Version:1.09.04 22-07-15 (c) 2008 Tenders NIC, All rights reserved.

Figure 8: NIT Document Verify status

On the NIT document screen,

9. Click the 'Verify’ link and validate the document to ensure that the correct

document is uploaded.

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

T -

TENDER MANAGEMENT

User Management

+ | My Accounts Tender List + TEST/TENDER/15/2016 * NIT Docurnent Action is Changed to
Basic Details m— Details\\lerlfled status

Tender Management
+ | Create Tender / Tender List

+ | Publish Tender

3 | Published Tenders ] Tender Reference Number : TEST/TENDER/15/2016 /

+ | Tender Status

» | AOC for ePublishing Tender Documents /

» | AOC for Rate Contract Document Type Uploaded Date Verified By ACLUI‘I Delete
NIT 15-Jun-2016 01:59 PM B S Rawat Werified l:l

Corrigendum
<< <1>3>>
+ | Create Corrigendum

3 | Publish Corrigendum Back Delete Upload Next

4 | Corrigendum Published List

#7 Note

® Deletion of Tender Documents is allowed only in the order of !

Click this button
to proceed

“ersion:1.09.04 22-07-15 {c) 2008 Tenders NIC, All rights reserved.

Figure 9: NIT Document Verified status
After verifying the NIT documents,

10. Click the *‘Next >’ button.

CPPP User Guide- Tender creation Version: v1.09.04 Page 10 of 15
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1.4 Work Item Details

System displays Work Item Details screen.

TENDER MANAGEMENT \ N
user Management Fill all the Basic Details
+ | My Accounts Tender List + TEST/TENDER/15/2016 + Work/Item Details
Tender Management Work/ Ttem Details Fee Details Critical Dates Work/Ttem Documents
3 Create Tender / Tender List
+ | Publish Tender
Work/Item Title * Supply of Computers Give Location Detail
+ | Published Tenders (work / services / As per tender document
You have entered 19 of 250 Characters. items) *
© |l Supply of Computers Pincode * 110003
+ | A0C for ePublishing Work/Item Description * Pre Bid Meeting Place
+ | AOC for Rate Contract Pre Bid Meeting * & ves @ No
Corrigendum You have entered 22 of 250 Characters. Pre Bid Meeting Place *
+ | Create Corrigendum As per tender document You have entered of 250 Chaga
+ | Publish Corrigendum Pre Qualification Details fre B Mesting Ade Click this button
+ | Corrigendumn Published List - to proceed
Product Category * Computer- Hw =1 g
Product Subcategory Bid Opening Place * e -
Contract Type * Empaneiment Tenderer Class* As per Tender Db [=]
Tender value * R =llo Inviting Officer® oo
Bid Validity Days & 150 =1 NIC HQRs Mew Delhi
Calendar Inviting Officer Address *
Completion/Delivery 375
Period in Days *
C|ICk thIS button Cancel Next
tn avit .
. .
Figure 10: Work Items Details screen
On the work item details screen,
. \ a7 .
11.Fill the "‘Work Item Details’ as applicable.
. . . \ ,
12. After entering all the relevant details, Click the *Next >’ button.
. . \ , .
Alternatively, click the *Cancel’ button to exit.
System displays Fee Details screen.
-
S ——
oo g v enoe= -
e Sance roveey RIS B TTEN
1 e Raiaran s er: TesT/TEnDER/1/201e
- = cine B mos applicabie
- ® ne
- mote
cancer e
Umrmiani1.08.08 207215 (<) TOOE Tandmrs NIS. All fohis reeaned.

Figure 11: Fee Details screen

On the fee details screen,

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

for the tender, click Yes button otherwise No button.
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14. After entering all the details, Click the *Next >’ button.
Alternatively, click the *Cancel’ button to exit.
System displays Critical Dates screen.
NOTE:

* Tender fee can be zero (0) in this case the tender fee payable to and tender
fee payable at options will not be seen. Many tenders do not have any Tender

Fee associated with it.

= EMD fee can not be zero (0). If the Tender Cost is Zero, EMD can be zero.

TENDER MANAGEMENT

User Management

» My Accounts Tender List + TEST/TENDER/15/2016 + Critical Dates

Tender Management Work/Item Details Fee Details Critical Dates work/Item Documents
s Create Tender / Tender List
Publish Tender
View Holiday/Weekly Off/Critical Dates Validation

L d
» Published Tenders
J Tender Reference Number : TEST/TENDER/15/2016
s | Tender Status
Hour Mins
» AOC for ePublishing
Bublishing Date*  [15/06/2015 = At 14[~] 15
» AOC for Rate Contract
Document Download / Sale
Corrigendum Start Date* 15/06/2016 i ) 14 =] 15[~]
+ | Create Corrigendum Seek Clarification Start Date Click this button | 0o
| Publish Corrigandum to proceed
Seek Clarification End Date I~ 00 [~
4 | Corrigendum Published List h
Bid Submission Start Date*  [15/06/2018 e 14[~] 15 [=]
Bid Submission Closing Date*  |29/06/2016 = Uptis, 5 =] 00[~]
Bid Opening Date*  [30/06/2016 = At ELaN 30 [=]
1 1 Cancel Hext
Click this
2 Note button to exit
* System computes DOCUMsmasewood | Sale End Date as Bid Submission Closing Date.
# click on Critical Dates Criteria link to view interim days criteria between dates.

Figure 12: Critical Dates screen

On the critical dates screen,
15. Declare/update all the required dates in ascending order.
NOTE:

* Publishing Date/Time: This is the date & time on which the created tender will
be published on to the website. It is not mandatory that the publishing date &
time would be same as the creation date, but can also be any future date & time

on which the designated department user wants the tender to appear on the site.

= Document download/Sale start date & time: This is the date & time from
which the various documents related to the tender can be downloaded by the
bidders.

= Document download/Sale end date & time: This is the date & time till which

the various documents related to the tender can be downloaded by the bidders.
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= Seek clarification start/ end date & time: This is the time period during

which the bidders can get any queries resolved using online system.(Not

relevant in e-Publishing)

= Bid submission start date & time: This is the time from which the bidders can

start submitting their bid.

= Bid submission closing date & time: This is the time till which the bidders can

submit their bid.

= Bid opening date & time: This is the date & time at which the bids will be

opened.
Click the *Next >’ button.
Alternatively, click the *Cancel’ button to exit.

System displays Work Items Documents screen.

TENDER MANAGEMENT

User Management

» | My Accounts Tender List + TEST/TENDER/15/2016 + Work/Item Documents

T Work/Itemn Details Fee Details Critical Dates
» | Create Tender / Tender List
+ | Publish Tender Tender Reference Number : TEST/TENDER/15/2016

d

P
+ Work/Item Documents
+ | AOC for ePublishing Document Type Description Uploaded Date
+ | AOC for Rate Contract Work/Item documents not found

Corrigendum . .

Click this button to

4+ | Create Corrigendum Back

go to the previous
screen

» | Publish Corrigendum

3 | Corrigendum Published List

Click this button to
upload work item

documents
Version:1.09.04 22.07-15
Figure 13: Work Item Documents screen
On the work item documents screen,

16. Click the ‘Upload’ button.

Work/Item Documents

Action Delete

Upload Next

{c) 2008 Tenders NIC, All rights reserved.

17.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.
NOTE:

The following documents can be uploaded in this section:

CPPP User Guide- Tender creation | Version: v1.09.04 |
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= The completed Tender document in PDF format
=  BOQ(bill of quantity-not necessary for e-publishing)

= Additional Documents

-
TENDER MANAGEMENT
User Management
+ | My Accounts Tender List + TEST/TENDER/15/2016 * Work/Item Documents Action is Changed
N )
Tender Management Work/Ttem Details Fee Details Critical L to verified status
+ Create Tender / Tender List b
+ | Publish Tender J Tender Reference Number : TEST/TENDER/15/2016
4  Published Tenders
» | Tender Status verified By: B 5 Rawat /
= S— Work/Item Documents
3 | AOC for ePublishing /
- Document Type Description Uploaded Date Aftion Delete
+ | AOC for Rate Contract Tender Documents Tender Document 15-Jun-2016 verifiad ]
Corrigendum << <1>>>
» | Create Corrigendum
Back Delete Upload Next
» | Publish Corrigendum
» | Corrigendum Published List
Click this button to
Version:1.09.04 22-07-15 (c) 2008 Tenders NIC, All rights reserved.

Figure 14: Verified Work Item Document
On the work item documents screen,
18. 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.

CPPP User Guide- Tender creation Version: v1.09.04 Page 14 of 15
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TENDER MANAGEMENT
User Management

Bl Ao O Tender List + View Tend

TenderManagemant Click this button to go

Creats Tender / Tender List

> g
Back
» | Pubii=h Tandar to the previous screen
- - ZPartment of Electronics and Information
#  Published Tendars # Tachnology(Deity)| |[National Informatics
Centre
& | Tender Status -
Tender Reference Number : TEST/TENDER/15/2016
- |EE iET s Tender Id : 2016_DEIT_120815
»  AOC for Rats Contract Tender Typs : Limited.
Paymant Mode @ Offline
Corrigandum
» | Create Corrigendum ] Eqit
B Fobish Comgendur Cover Details { No. of Covers 2 ) —
Cover Pt T =
s | Cormigendurm Publiched List oo Cowar Typs | Documsent Labal == Dascription
1 Fee/PreQual "= S hackl_ 720515 .pdf EMD
(Teck=
. . . #B016_DEIT_120815_packi_720516 .pdf Technical
Click this button to edit documents

2016_DEIT_120815_pack2_720517 .pdf Price Bid

corresponding details /

\ %] Edit

]

*
WT Documents

S.No Document Size (in KB) Description

1 nNIT 1468.52 nNIT

| Retender Add Mew
Work Items
S.No | Tender Id Work Item Title Edit Viewe Te=mplate | Delet=
2016_DEIT_120815 1 Sugoly of Comausass =] ) =]

Newly added work item o ——
details document

\ Back Delete

Varsion:1.09.04 22-07-15 (c) 2008 Tenders NIC, All rights reserved.

Figure 15: View Tender Information screen with Work Item Documents

System creates the tender in the Publish Tender folder and it is ready for

publishing.

***This concludes Tender creation user guide***
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