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LANDING PAGE 

Displays all the important URLs of GeM portal 

like: About, Contact, Terms & Conditions, 

Privacy Policy, Copyright Policy, FAQs- sellers 

and buyers, Returns Policy, Feedback, Helpdesk, 

and Disclaimer. 
Gem.gov.in is best viewed by Windows 

Operating System 8.x or higher, Chrome V50 or 

higher, Firefox V46.0 or higher, Internet 

Explorer 10 or higher or any other equivalent 

browsers 
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1. Home: - The Home page is the landing page of the website. It is to be considered as the main page 

of the GeM portal.  

 

2. About: - This page gives a brief description about the GeM portal.

 

3. Buy: Buy contains a sub menu

I. Products: “Products” tab offers a log

section to utilize it fullu with their registered credentials. New users need to first register to 

access the tab. 

II. Services: Ditto as Products tab.

 

4. Offer:  “Offer” menu allows the registered sellers and services providers to display the offers they 

are offering to the users.    

I. Products:  Product sellers need to log

II. Services:  Ditto as Products menu

 

5. Market: Users need to register/log

6. Support: 

I. User Manual: This is a detailed guide about the GeM platform.

II.  Terms & Conditions

III. FAQs-Buyers: Contains frequently asked questions 

IV. FAQs-Sellers: Contains frequently asked questions for the 

V. Contact Us: Displays the 

VI. Helpdesk: Displays the contact details of the concerns to be reached in case of 

 

7. Register: Users can register using four different options as explained below:

I. 
 

II. 
 

 

 

 

 

Product Seller:  Clicking here users can 

register as Product Sellers.

  

 

The Home page is the landing page of the website. It is to be considered as the main page 

This page gives a brief description about the GeM portal.  

tains a sub menu- 

“Products” tab offers a log-in page to the users. Users need to log

section to utilize it fullu with their registered credentials. New users need to first register to 

Ditto as Products tab. 

“Offer” menu allows the registered sellers and services providers to display the offers they 

 

Product sellers need to log-in/register to this section to list their products. 

Ditto as Products menu. 

Users need to register/log-in to buy/sell products on “Market” page. 

This is a detailed guide about the GeM platform. 

Terms & Conditions: Contains all the terms and conditions for buying and selling on GeM.

ntains frequently asked questions for the buyers. 

ains frequently asked questions for the sellers. 

Displays the contact details of the officials. 

Displays the contact details of the concerns to be reached in case of 

Users can register using four different options as explained below:

 

NAVIGATION 

Government Buyer

Government Buyer

themselves by providing the necessary 

details 

Clicking here users can 

register as Product Sellers. 

Service Provider

can register as Service Providers.
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The Home page is the landing page of the website. It is to be considered as the main page 

in page to the users. Users need to log-in to this 

section to utilize it fullu with their registered credentials. New users need to first register to 

“Offer” menu allows the registered sellers and services providers to display the offers they 

in/register to this section to list their products.  

in to buy/sell products on “Market” page.  

Contains all the terms and conditions for buying and selling on GeM. 

Displays the contact details of the concerns to be reached in case of ant query.  

Users can register using four different options as explained below: 

 

Government Buyer: :Clicking here 

Government Buyers can register 

by providing the necessary 

Service Provider:   Clicking here users 

can register as Service Providers. 
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III. 
*: Guest users can only view and compare products. To buy 

register themselves as Government Buyer

 

8. Login We have a common login for all type of user

User). 

 

  

 
can only view and compare products. To buy or sell products, users have to 

register themselves as Government Buyers or Product Sellers/Service Provider

We have a common login for all type of users (Buyer/ Product Seller/ Service Provider/ Guest 

  

Guest User: Clicking here users 

can register as Guest Users to 

compare price.

 version 1.2 

or sell products, users have to 

/Service Providers. 

(Buyer/ Product Seller/ Service Provider/ Guest 

: Clicking here users 

can register as Guest Users to 

compare price. 
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Buyer registration form: Related 

Organization type  Select your organization name from the drop down.

Ministry/Department  Select the Ministry

Organization Select your organization type

All the fields marked with “*”

mandatory fields to fill. 

GOVERNMENT BUYER/HOD REGISTRATION 

  

elated fields are explained below: 

Select your organization name from the drop down. 

Select the Ministry/Department from the drop down. 

Select your organization type from the drop down 

All the fields marked with “*” are 

 

Once the user clicks on this checkbox, terms and 

conditions box will popup. He/she will have to e

sign the terms & conditions document to register.

GOVERNMENT BUYER/HOD REGISTRATION 
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Once the user clicks on this checkbox, terms and 

conditions box will popup. He/she will have to e-

sign the terms & conditions document to register. 

GOVERNMENT BUYER/HOD REGISTRATION  
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Address Type your organization address. 

State Select the state.  

District  Select the district. 

Pin code  Write your pin code.  

Employee id Type your Employee Id and click the Verify button to verify it.   

Aadhaar  Enter your Aadhaar number and generate the OTP. 

First name Enter your first name.  

Last name Enter your last name.  

Email (official) Type your official Email id. 

Mobile (official) Type your official mobile number. 

Designation  Type your Designation. 

Organization  Type the organization name. 

Aadhaar  Type the Aadhaar number of your Competent Authority. 

Employee id Type the employee if of your Competent Authority.  

First name First name of your Competent Authority.  

Last name Last name of your Competent Authority.  

Email (official) Mail id of your Competent Authority. 

Mobile (official) Mobile number of your Competent Authority. 
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Guest User registration form: Related fields are explained below: 

Aadhaar  
Fill in the valid Aadhaar number and verify it using the OTP received on your 
registered mobile number with Aadhaar database. 

First Name Enter your first name 

Last Name Enter your last name 

Email Enter a valid email id on which GeM related emails will be delivered. 

Mobile Enter a valid mobile number and verify I it using the OTP received 

Password 

Enter the password. The password should be between 8 to 30 characters. 
Must contain at least one letter, one number and one special character. 
Special characters allowed are hash(#), exclamation(!), Asterisk (*), dollar($) 
and at the rate(@).  

Confirm Password  Re-enter the password entered in the password field. 

Terms & Conditions 
Click on the checkbox to accept the GeM terms & conditions. Without 
accepting Terms & conditions, the user cannot register on GeM platform. 

 

  

GUEST USER REGISTRATION 

All the fields marked with “*” are 

mandatory fields to fill. 

Once the user clicks on this checkbox, terms and 

conditions box will popup. He/ she will have to 

accept the terms & conditions to register. 
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All the fields marked with “*” are 

mandatory fields to fill. 

PRODUCT SELLER REGISTRATION 

  

Once the user clicks on this checkbox, terms and conditions 

box will popup. He/she will have to e-sign the terms & 

conditions document to register. 

PRODUCT SELLER REGISTRATION  
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Once the user clicks on this checkbox, terms and conditions 

sign the terms & 
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Product Seller Registration form: Related fields are explained below 

COMPANY INFORMATION 

Type of firm 
Select your firm type: Large-scale industry, medium enterprise, 
small & micro enterprise or others. 

Company Identification Number 
Enter registered CIN (Company Identification Number) of your 
company. 

Udyog Aadhaar Number 
Enter registered Udyog Aadhaar Number for medium, small and 
micro enterprises. 

Constitution of firm Select Constitution of the firm. 

Name of company/  LLP Type Name of Company/ LLP.  

Company pan number Enter Company Pan Number. 

TIN Number (CST) Enter Tin number (CST) of your company.  

TIN Number (VAT) Enter Tin number (VAT) of your company.  

Registered address  Enter the address of your company.  

State Enter state name.   

District Enter district name. 

Pin code Enter pin code. 

Billing address Enter billing address.  

Type of seller  Select the seller type. 

Company bank account name Enter Company bank account name. 

Company bank account number Enter Company bank account number. 

Company bank ifsc code Enter Company bank IFSC  code. 

Date of incorporation 
Enter date of incorporation of your company in dd-mm-yyyy 
format. 

Experience with Government 
Enter  the years for  which you are working with the 
Government. 

Is it blacklisted by government 
Whether blacklisted by Government or not.  
*Blacklisted sellers  cannot register  with GeM 

Latest annual turnover Provide the details of your latest annual turnover. 

ACCOUNT DETAIL 

Applicant Aadhaar number Enter Applicant Aadhaar number and generate OTP 

Contact name Enter the  name of the account holder. 

E-mail (official)  Enter the email of the account holder. 

Pan number Enter the PAN number of the account holder and verify it. 

Designation Enter designation of the account holder. 
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Mobile (official)  Enter mobile number of the account holder and generate OTP. 

Payment This is the GeM portal usage charges by DGS&D. 

Password / Confirm   password Enter the password and then re-enter the password to confirm. 
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 All the fields marked with “*” are 

mandatory fields to fill. 

 

SERVICE PROVIDER REGISTRATION 

  

are Once the user clicks on this checkbox, terms and 

conditions box will popup. He/she will have to e

terms & conditions document to register.

SERVICE PROVIDER REGISTRATION  
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Once the user clicks on this checkbox, terms and 

conditions box will popup. He/she will have to e-sign the 

to register. 
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Enter the registered Username, Password and Captcha to login. 

  

Enter the registered Username, Password and Captcha to login.  

USER LOGIN SCREEN 
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MARKET PAGE  
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1. Home: The landing page of the portal

2. Top Selling Products: List all the top

3. Hot Deals: Most discounted item available in the portal

4. Recently Added: Recently added items in the 

5. Terms & Conditions: Terms & Conditions 

6. Logout: Lets a user logout from the portal

 

 

 

Search box:   The search box allows users to do a keyword base 

search. Users can also select any option from “All categories” 

drop down menu. 

  

of the portal. 

List all the top selling products available in the portal. 

iscounted item available in the portal. 

Recently added items in the portal. 

Terms & Conditions to use the portal. 

Lets a user logout from the portal. 

The search box allows users to do a keyword base 

search. Users can also select any option from “All categories” 

MARKET MENU 

HOT DEALS 

“View Cart” allows 

registered users to view the 

available products on their 

cart  

 version 1.2 

 

 

 

“View Cart” allows 

registered users to view the 

available products on their 

cart   
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Hot Deals: Displays top 4 discounted products

 

 

 

Recently Added Products: Displays 

 

 

Random Products:  This column displays the random products available on the GeM.

 

RECENTLY ADDED PRODUCTS

  

discounted products. 

Displays the most recently added products on the portal.

This column displays the random products available on the GeM.

RECENTLY ADDED PRODUCTS 

RANDOM PRODUCTS 
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. 

 

This column displays the random products available on the GeM. 
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TOP SELLING PRODUCTS

  

 

 

Top Selling Products: Contains the list of 

sold products of the portal. 

 

Sellers Slider: This displays the logos 

of the sellers registered on GeM.

TOP SELLING PRODUCTS 

SELLERS 
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Contains the list of 4 most 

This displays the logos 

the sellers registered on GeM. 
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RECENTLY VIEWED PRODUCT

  

 

Recently Viewed Products: 

users can see a list of 4 recently viewed 

products 

RECENTLY VIEWED PRODUCT 
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Recently Viewed Products: Logged-in 

recently viewed 
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CART 

 

1. Bidding and Reverse Auction: When the bill amount exceeds 50,000 INR then bidding or reverse 

auction is must for buyer. Buyer has the choice to go for bidding or reverse auction if the amount 

is less 50,000 INR. 

 

2. Direct Purchase: If the purchased item amount is less than 50,000 then the buyer can go for direct 

purchase but if the price excides INR 50,000 then the buyer has to go for Bidding or Reverse 

Auction as required.  

Click to go back to market 

page and continue shopping. 

Delete all the 

items from cart. 

Click to delete single product from 

cart. 

Select a product to buy. 

Click to view the related 

comparison sheet. 



Modified on: 23-06-16 

 

Bidding: Related fields are explained below

Product category and 
specifications 

Comparison Sheet 

  

: Related fields are explained below 

BID INFORMATION 

Auto filled fields based on product added  to cart.

Displays the comparison sheet captured while comparing 
related products. 

BIDDING 
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Auto filled fields based on product added  to cart. 

Displays the comparison sheet captured while comparing 
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Delivery Location 
Select the delivery location as required. Buyer can select “All 
India” or a particular state also. 

Delivery Date 
Select the delivery date as required. Delivery date cannot be 
less than 7 days. 

Bid Start/End Date/Time  Select the bid start and end date and time as required. 

Bid starting amount It is the minimum amount per unit to place a bid. 

Quantity Enter the products quantity required 

Terms of delivery Select the terms of delivery 

Extra Specifications Enter extra specifications if required. 

Terms & Conditions 
Click on checkbox to accept the terms & conditions to place a 
bid. Buyers have to “Accept” the terms and conditions in T&C 
dialogue box also. 

 

  



Modified on: 23-06-16  version 1.2 

 

 

Reverse Auction: Related fields are explained below 

BID INFORMATION DRAFT 

Product category and 
specifications 

Auto filled fields based on product added in cart. 

Comparison Sheet 
Displays the comparison sheet captured while comparing related 
products. 

Delivery Location 
Select the delivery location as required. Buyer can select “All 
India” or a particular state also. 

Delivery Date 
Select the delivery date as required. Delivery date cannot be less 
than 7 days. 

RA Start/RA Date/Time  Select the RA start and end date and time as required. 

REVERSE AUCTION 
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RA starting amount 

Quantity 

Terms of delivery 

Step value decrement 

 Additional Specifications 

Terms & Conditions 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Total number of paid orders 

Total no of sellers on GeM 

Total products available on GeM 

Total demands generated

  

It is the minimum amount per unit to place a RA.

Enter the products quantity required 

Select the terms of delivery 

It is the minimum amount difference which should exist in current 
bid and next bid in RA. 

Enter additional specifications if required. 

Click on checkbox to accept the terms & conditions to 
Buyers have to “Accept” the terms and conditions in T&C dialogue 
box also. 

Total demands generated 

Total Orders Placed 

This displays the number of 

pending new products 

suggested by logged in 

BUYER DASHBOARD 

1. Total Biddings: Displays the number of 

seller has been invited by the buyer.

2. Total reverse Action: Displays the number of Reverse 

Auction for which the seller has been invited by the buyer.

 version 1.2 

It is the minimum amount per unit to place a RA. 

It is the minimum amount difference which should exist in current 

Click on checkbox to accept the terms & conditions to create RA. 
Buyers have to “Accept” the terms and conditions in T&C dialogue 

 

This displays the number of 

pending new products 

suggested by logged in user. 

the number of bids for which the 

seller has been invited by the buyer. 

Displays the number of Reverse 

Auction for which the seller has been invited by the buyer. 
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 Market: Buyer can go to the market page. 

compare products and add products to cart

 Manage Products: 

 
 

I. Demand/Order List: Displays the list of all the demands generated by buyer

 

 

 

 

 

 

 

 

Process the generated 

demand. 

  

can go to the market page. In the market, registered buyer can view, search, 

compare products and add products to cart. 

Displays the list of all the demands generated by buyer

View the generated 

demand. 

Show the order summ

after order

Process the generated 

BUYER MENU 
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can view, search, 

Displays the list of all the demands generated by buyer. 

 

Show the order summary 

after order is placed. 
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o Bids: Displays the list of the sellers participated in 

II.  

 

 

 

 

 

o Seller list participated in bidding

 

 

 

 

 

 

 

 

III. Product Suggestion (Buyer)

 

Users can view additional 

Bid price is only visible when bid is 

closed. 

  

the sellers participated in a bid. 

participated in bidding:  Displays the list of the sellers participated in 

): Buyers can suggest products that are not available in the portal

Displays the number of bids placed by

Users can view additional 

Bid price is only visible when bid is 
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the sellers participated in a bid. 

 

s that are not available in the portal. 

 

bids placed by a seller 



Modified on: 23-06-16 

IV. Product List: Displays a list of 

V. Terms & Conditions: Terms & Conditions of

VI. Logout: Allows users to logout from their profiles

 

 

 

Once the order is dispatched by the seller, consignee will receive the order and update the 

 

 

Consignee order details: Related 

Order number, order date, 
expected delivery date, Demand, 
purchaser, payment authority 

Quantity received 

  

Displays a list of products available according to the categories

Terms & Conditions of using the platform. 

Allows users to logout from their profiles. 

Once the order is dispatched by the seller, consignee will receive the order and update the 

elated fields are explained below: 

ORDER DETAIL 

These are auto filled fields generated at the time of placing any 
order. 

Enter the total quantity received by consignee 

CONSIGNEE 
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according to the categories. 

Once the order is dispatched by the seller, consignee will receive the order and update the status on GeM. 

 

These are auto filled fields generated at the time of placing any 
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Quantity Accepted Enter the quantity accepted by consignee 

Quantity Not Accepted Enter the quantity rejected by the consignee. 

Recommendation 
Select the appropriate recommendation related to order 
received. 

ACCOUNTING DETAILS: AUTO FILLED FIELDS, DISPLAYING DATA ENTERED AT THE TIME OF 
GENERATING ORDER 

PROCESS ORDER BY CONSIGNEE 

 Received date & time 
Select the date and time when the order is received by 
consignee 

Invoice no 
Auto filled, generated automatically when seller  dispatches the 
order 

Invoice Date Select the date on which invoice is received. 

Remarks Enter the remarks related to order received. 

INSPECTION DETAILS 

Select the inspection type 

“Self Inspected” or “Professional Inspection”. 
If the order is self inspected, please select “Self Inspected” from 
the dropdown. If the order is inspected by any professional 
agency, please enter Inspection Certificate No., date of 
inspection and name of the agency. 

Consignee Receipt and 
Acceptance Certificate 

Click to view the certificate. 

E-Sign 
Click on “E-sign CRAC” option to e-Sign the received order. Then 
submit it for payment. 
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Once the order is received by the consignee, the 

 

 

 

 

 

 

  

Payment done 

  

received by the consignee, the payment authority will check and proceed for payment.

Waiting for payment 

PAYEMNT AUTHORITY 

 version 1.2 

and proceed for payment. 
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Payment Authority details: Related fields are explained below: 

RECEIVED INFORMATION 

Fields are auto populated, displaying order number, order date, expected delivery date, order details 
by seller (details entered by seller at the time of dispatching order), order received by consignee. 

ORDER INFORMATION 

Information related to products is displayed here. 

TO BE FILLED BY PAYMENT AUTHORITY 

Payment Status 
Select the payment status as required: PAID, ON HOLD, 
OTHERS. 
Paid: When the amount to be paid completely 

ORDER PAYMENT PROCESS 
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On Hold: When the amount to be kept on hold due to some 
order issues. 

Amount to be paid 
Enter the amount to be paid to seller based on the products 
received. 

Payment Remarks Enter the remarks related to order received. 

PORTAL USAGE CHARGES TO DGS&D 

Amount paid to DGS&D 

This field gets auto populated based on the order amount to be 
paid. This amount is minimal percent of the total order amount 
to be paid to DGS&D for using GeM portal and this percentage is 
decided by DGS&D. 

Captcha Enter the code 

Pay Using 
Select the submit method: 
Pay Using SBI: Make payment using SBI internet banking. 
Pay Using PFMS: Make payment using PFMS 
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Total new product pending 

Total Orders 

Total Government Organizations 

Total Government Users

Total Paid Orders

1. Total Biddings: Displays the number of 

2. Total reverse Action: Displays the number of Reverse Auction for which the seller has been invited

  

SELLER DASHBOARD 

Supplier Dashboard Menu 

(Explained below)

Total Government Users 

Total Paid Orders 

Total Products

Total Demands

the number of bids for which the seller has been invited by the buyer.

Displays the number of Reverse Auction for which the seller has been invited
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Supplier Dashboard Menu 

(Explained below) 

Total Products 

Demands 

invited by the buyer. 

Displays the number of Reverse Auction for which the seller has been invited 
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1. Home Hope page opens the

2. Manage Products:  

  

 

 Offer Product: Lets the sellers offer their 

 

- All the necessary details about the products that are available on offers have to

details are filled, product seller 

Terms and Conditions” in the

 

 

 

  

Hope page opens the dashboard. 

Lets the sellers offer their products 

All the necessary details about the products that are available on offers have to

details are filled, product seller has to “check” the terms & conditions box and also have to “accept 

the popup. 

Welcome Message 

SELLER MENU 
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All the necessary details about the products that are available on offers have to be filled. Once the 

to “check” the terms & conditions box and also have to “accept 

User can edit 

his/her password 

and registered 

mobile number. 
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 Product Suggestion: Product 

 

Seller has to fill all the necessary details of the products and click on 

 

 Product List: This screen will display the list of the products added by the logged in seller.

 

3. Manage Orders: 

 
 

  

Product sellers can also suggest new specifications 

l all the necessary details of the products and click on SUBMIT

This screen will display the list of the products added by the logged in seller.

 

 version 1.2 

can also suggest new specifications of an available product. 

 
SUBMIT. 

This screen will display the list of the products added by the logged in seller. 
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 Orders: Here the seller can manages all the orders he had received by updating the dispatch 

date-time, delivery date

 

 

 

 

 

 

 

 

 Bidding: It displays a list of the bids in which seller is invited by

 

 

 

 

Click on “View” button to view the related product details and process accordingly.

Seller can manage his/her order from here by filling in the related details and clicking 

  

Here the seller can manages all the orders he had received by updating the dispatch 

time, delivery date-time, Invoice number and remarks. 

list of the bids in which seller is invited by the buyer to participate.

Click on “View” button to view the related product details and process accordingly.

Click to view the bid details. 

manage his/her order from here by filling in the related details and clicking 

on “Process button”. 
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Here the seller can manages all the orders he had received by updating the dispatch 

 

 

buyer to participate. 

 

Click on “View” button to view the related product details and process accordingly. 

 

manage his/her order from here by filling in the related details and clicking 
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View Bid Details: 

 

 Reverse Auction: It displays

to participate. 

 
 

Reverse auction details: 

  

It displays a list of the reverse auctions in which seller is invited by

Click to view the RA details.
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list of the reverse auctions in which seller is invited by the buyer 

  

 

Click to view the RA details. 
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4. Market: Here the sellers can see, search and compare the products but he/she is. To buy a product, 

one has to be a registered government buyer. 

 

5. Terms & Conditions: Terms & Conditions to use the portal. 

 

6. Logout: Lets the user’s logout from their profiles.  
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1. Manage User: 

 

 

The Admin have the right to manage 

 

2. Manage Products: 

 
 

o Demand/Order List: Displays list of all orders generated on the portal.

o New Product Suggestion: List

Admin can accept or reject the suggestion

o Product List: Category wise l

 

  

 

have the right to manage all users on GeM: HOD, Sellers, and Manufacturers

 

Displays list of all orders generated on the portal. 

Lists of all the product suggestions generated by the Government Buyer. 

can accept or reject the suggestions.  

Category wise lists of all the products available on the portal. 

DGSND-ADMIN 

1. Total Biddings: Displays the total number of bids available 

on the portal. 

2. Total Reverse Action: Displays 

Reverse Auctions available on the portal
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and Manufacturers. 

generated by the Government Buyer. 

 

Displays the total number of bids available 

 the total number of 

available on the portal. 
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HOD APPROVAL 

Click on view button to view and manage the related HOD 

status. 

To freeze the HOD’s account, click on “Freeze” and give 

appropriate reason in the textbox which will appear after 

clicking on Freeze. 

To activate a user, simply click on approve and update. 
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SELLER APPROVAL 

Click on view button to view and manage the related seller’s 

status. 

VIEW SELLER DETAILS 

Admin can manage status of the sellers from here. 

To freeze the Seller’s Account, click on “Freeze” and give appropriate reason in the textbox. 

To activate a seller, simply click on approve and update. 



Modified on: 23-06-16  version 1.2 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

  

INDENT / ORDER LIST 

Click on the view button to view the demand/ order 

list. 

NEW PRODUCT SUGGESTION 

Click on the “View” button to view and manage the 

new product suggested by any buyer. 
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NEW PRODUCT SUGGESTION 

ACCEPTED STATUS: 

 Select “accepted” if you want to add the suggested product. 

 Select “rejected” and give reason if admin does not want to add the any among the suggested 

products. 

IMPLEMENTATION STATUS: 

 Implemented: Select when the product suggested is added. 

 Pending: Select when no action is taken on suggested products. 
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List of all products (category wise) available on GeM 

 

 

 

PRODUCTS LIST 

 

***THANK YOU*** 

 


