
Powerpoint Templates
Page 1

(GePNIC Version1.09.02)

Government eProcurement 

System of

National Informatics Centre

http://www.powerpointstyles.com/


Powerpoint Templates
Page 2

Tender Creation

http://www.powerpointstyles.com/


Powerpoint Templates
Page 3

Welcome to the Step by Step Guide 

on 

Tender Creation
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Logging into the System

• You should have a valid eMail ID as the Login ID of

the System to create a Tender

• You should posses the valid password for the Login ID

• You should also have the DSC which is registered with

your Login ID

• Once you log in, the main page that gets displayed is

the Dash Board and on the left side the relevant menu

items get displayed

• Subsequent steps to be followed is explained in detail

below
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• Enter Login id and password and click Login button

1. Enter Login id 
and password

2. Click Login

The  Tender Creator logs in using his User 
ID/Password and DSC
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• Click the Login Button

• Physically  Insert the DSC  token into the system and Click LOGIN

Click  Login 
Button
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• Enter DSC Password when prompted

Authenticating
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Creating a Tender
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Click 
Tender List

• Click Tender List to Create  a Tender
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Tender List Page 1

• The latest twenty tenders are displayed
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Click here to 
Create a new 

Tender

Tender List Page 2

• Click Create New Call for Tender to Create a new Tender
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2.Click 
Next

• Enter the Basic Details of a Tender and click Next
Basic Details

1.Enter the Basic 
Details
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Click here to 
add contents in 
the first cover

• The selected number of covers get displayed

Cover Details
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2.Click 
Save

1.Enter the 
document 

details

• Enter the document description and type that you require in   

the first Cover and click Save
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2.Click 
Save

1.Enter the 
document 

details

• Give the document description and type if you require any   

other document in the first Cover and click Save

Click here to 
Edit if required
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Click Next

• Click Next to add contents in the Second Cover
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Click here to add 
contents in the 
Second Cover

• Click the second cover under Add Contents to add contents  

in it
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2.Click 
Save

1.Enter the 
document 

details

• Enter the document description and type that you require  

in the Second Cover and click Save
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Click here to 
Edit if required

2.Click 
Next

• Click Next to continue
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Click Next

• Click Next to go to NIT Document Tab
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Click here to 
upload NIT 
Document

• Click upload button to upload Notice Inviting Tender Document

NIT Document
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Click here to 
Select NIT 
document

• Browse the system to select the NIT document
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1.Click here to 
select the NIT 

document

2.Click 
Open

• Select the NIT document and click open
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Click here to 
sign the NIT  

document

• Digitally sign the uploaded document NIT using DSC
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• Click OK once the file is signed successfully

Click 
OK
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Click Save

• Click Save to save the uploaded NIT document
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Click here to Verify 
NIT document 

• Click Verify to verify the NIT document
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Click here 
to verify

• Click the uploaded NIT document

http://www.powerpointstyles.com/


Powerpoint Templates
Page 29

• You will be able to view the uploaded NIT document

• Read for the correctness of the document
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1.Select 
the check 

box

2.Click 
Save

• Select the check box to verify

• Click Save to confirm the verification
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Click Next to 
Work/Item 
Details Tab

• Click Next to go to work/item details
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• Enter Work Item Details and click Next button

Work/Item Details

Click Next to Fee 
Details Tab

Enter Work Item 
Details
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Click Next 

• Enter the tender fee and earnest money deposit details Click Next

Fee Details

Enter the tender fee 
details

Enter the EMD 
details
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2.Click Next to Select 
Bid Openers

• Enter the critical dates for  the tender and click Next

Critical Dates

1.Enter the 
Critical Dates
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• Select the bid openers for the tender

Bid Openers

Bid Openers List 
Page 1
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2.Click Submit 

• Click Submit to Upload Work/Item Documents

1.Select the Bid 
Openers

Bid Openers List 
Page  2
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Click here to upload 
Work/Item 
Documents

• Click Upload button to upload necessary Work/Item Documents

Work/Item Documents
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Click here to 
Select Tender 

Documents file

Click here to 
Select the 

Document Type
Enter the 

Document 
description

• Select the document type and enter the document description

• Browse the system to select the document to upload
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1.Click here to 
Select the tender 

document

2.Click Open

• Select the tender document and click Open
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Click here to 
sign the tender 

document

• Digitally sign the uploaded tender document using DSC
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• Click OK once the file is signed successfully

Click 
OK
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Click Save

• Click Save to save the uploaded tender document successfully
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Click here to Verify 
the tender  
document 

• Click Verify to verify the tender document
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Click here 
to verify

• Click the uploaded tender document
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• You will be able to view the uploaded tender document

• Read for the correctness of the document
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1.Select 
the check 

box

2.Click 
Save

• Select the check box to verify

• Click Save to confirm the verification
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Click here to 
upload any other 

document

• Click Upload button to upload any other necessary  

Work/Item Document
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Click here to 
Select BoQ file

Click here to 
Select the 

Document Type

Enter the 
Document 

description

• Select the document type and enter the document description

• Browse the system to select the document to upload
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1.Select the BoQ

2.Click 
Open

• Select the BoQ file and click Open
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Click here to 
sign the  BoQ 

file

• Digitally sign the uploaded BoQ file using DSC
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• Click OK once the file is signed successfully

Click OK
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Click 
Save

• Click Save to save the uploaded BoQ file successfully
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Click here to 
Verify the BoQ 

file 

• Click Verify to verify the BoQ file
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Click Check 
BOQ

• Click Check BOQ (this action checks if the BoQ is protected and 

its format gets complied)

http://www.powerpointstyles.com/


Powerpoint Templates
Page 55

1.Select 
the check 

box

2.Click 
Save

• Select the check box to verify

• Click Save to confirm the verification
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Click Next 
to OID Tab

• Click Next to go to OID tab 
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1.Click here to 
Select

Other Important 
Documents page 1

• Select the documents that you require from the bidders 

OID
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Other Important 
Documents page 2

2.Click 
Next

• Click Next to save the selections
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• Tender is created and is ready for publishing

Tender Information
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End
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