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Overview

Bid Creation is a process provided to the buyers for creating the bids in which prospective Sellers/ Service 
Providers can participate.

The bid creation process depends upon the buyer’s pre-defined requirements, i.e., Quantity, Specifications, 
Delivery Period, etc.

Sellers/ Service providers meeting the defined attributes then quote prices they are willing to be paid for 
the requested facility.

Key Features of Bid Creation:
Mandatory for orders above INR 10 Lacs.
Can add Additional Specification Parameter.
Buyback option can be created (If applicable for categories).
Delivery days can be increased up to 730 days.
Staggered delivery option will be available.
Additional Terms & Conditions can be customized as per the buyer’s 
requirements



Login to gem.gov.in

Click here to 
login.



Enter your credentials

Enter the User 
ID here.

Enter Captcha 
text.

Click here to 
submit.



Enter your credentials

Enter your 
Password. 

Click here to 
proceed.
Click here to 
proceed.

Enter Password here.



Click on ‘Market’ 
and from the 
dropdown menu 
select ‘Products’ to 
check out the list of 
products available.



Or, type in the product you want to search.



Product you want to search in category 

Click on ‘Category name ’ to 
look at relevant product.



All the products relevant to your search will be 

displayed here.

Choose your 
intent of buying 
– Bid/RA.



Click here to 
add your 
location and 
quantity.



Click on 
‘Search’ to 
continue.

Update the 
location and 
quantity.



Golden Parameters facilitate a buyer to choose appropriate product(s), further 

narrowing down the search criteria. It also impacts the cost of the product. The 

seller needs to offer a product whose specification matches the Golden Parameters 

chosen by the buyer to participate in the RA.

Choose the 
specifications 
as per your 
requirement.



The products are displayed basis the filters applied.

Select the 
product and click 
on ‘Add to cart’ 
to continue.



You can select Golden parameters as per Product Specifications.

Verify and select 
your parameters. 
Then click on 
‘Proceed’.



Notification will 
appear for the 
golden product 
specification 



For the unselected 
golden 
parameters, 
choose from the 
available options 
and click on 
‘Proceed’.

Select this option if 
and only if all values 
are acceptable during 
Bid Evaluation for the 
remaining parameters

Select this option to 
choose the selected 
product's values as the 
allowed values for the 
remaining parameters.

Select this option to 
manually choose the 
allowed values for 
remaining parameters.



Please select a suitable offer price to be used as a reference 

price for the Bid.

Click here to proceed.



Please select a suitable offer price to be used as a reference 

price for the Bid.

Once the product is 
added to cart , click here 
to checkout.



Click on ‘Bid’ to proceed.



On selecting the item, all its specifications are 

fetched and displayed.

Click on ‘View/Add details’ to 
fetch the specifications.



Choose ‘Yes’ to add 
Buyback details.



Enter buyback 
details.

Refers to GFR Rule 176 : Buy-Back Offer

Only if the buyback functionality is enabled in the 

category, then buyback option will be available.



Choose 'Yes' to define 
additional  specification 
parameters.



You may define up to 5 additional parameters here.

Click here to add more 
parameters.

Click here to specify 
the parameter name 
and bid requirement.

Click on ‘Save’ to proceed.



Click here to proceed.



Click on ‘View/Add Details’ 
to view and select 
consignees.

After completion of 
specification field, it 
will mark “Green” 
Tick



You can see the consignee details, quantity and delivery 

days.

This is the 
default Delivery 
Period which 
can be extended 
up to 730 days

Click here to add 
staggered delivery, 
if required.



You can upload multiple consignee locations through excel 

provided.

Click here to download the list of 
consignees.



Here is a sample of consignee list which you can fill in and 

re-upload.



Click here to upload the list of 
consignees with updated 
quantity and delivery date.



Here is a sample of consignee list which you can fill in and 

re-upload for Staggered Delivery



Click here to save 
consignees and proceed.



Click here to proceed.



Once the consignees details are saved, the buyer need to 

enter the Bid details.

Once the consignees 
details are saved  , it will 
mark “Green“ tick



Once the consignees details are saved, the buyer need to 

enter the Bid details.

Select the Bid duration. 



The buyer needs to enter the Bid offer validity.

Bid Offer Validity is the 
period during which Seller’s 
Offer is valid from the Bid 
End Date. The Buyer needs 
to award the Order within 
the Bid Offer Validity Period.



The buyer need to select type of Bid.

Please Select 
type of Bid.

Single Packet Bid :-Single system bid in which all bidders who submitted bids are evaluated based on the ranking at the time the bids are opened , Bids to RA are not 
available in single packet bids

Two-packet bid :- Two-packet bid are evaluated through a two-stage process (double packet bid) by buyers. Whereby the buyer assigns a technical committee for 
technical evaluation.



The buyer select type of Bid to RA Rules.

Click here to choose 
Bid to RA 
Qualification rule.



The buyer select Technical clarifications days.

Please select the response duration for 
clarifications from the sellers. Buyers can seek 
clarifications from the sellers during technical 
evaluation. Sellers would be required to submit 
their responses within the declared time.  
Clarification can be sought multiple times.



Bid Estimated Value 

Select ‘Yes’ if you want 
to display bid estimated 
value in Bid Document.



Comprehensive Maintenance Charges

Select  ‘Yes’ to add CMC. 
Click ‘Know More’ for 
detailed information on  
additional clause for CMC. 



Additional Clause for Comprehensive Maintenance 

Charges .



Additional Clause for Comprehensive Maintenance 

Charges .

To add CMC, select 'Yes', 
choose the comprehensive 
warranty for the product, the 
duration that CMC will be 
required post-warranty, and 
then click 'Save'.



Additional Clause for Comprehensive Maintenance 

Charges .

To add CMC, select 'Yes', 
choose the comprehensive 
warranty for the product, the 
duration that CMC will be 
required post-warranty, and 
then click 'Save'.

The selected comprehensive product warranty should be same as mentioned in the reference product. L1 evaluation will be done 
including inflation using this formula C+C*( A1/100) /(1.10^n) + C*(A2/100)/(1.10^n+1) so on A1 & A2 CMC percentage, n is product 
warranty of years & C is product price (inclusive of GST). 



Annual Maintenance Contract

Select  'Yes' to add AMC. 
Click ‘Know More’ for 
detailed information on  
additional clause for AMC. 



Additional Clause for Annual Maintenance Contract.



Additional Clause for Annual Maintenance Contract.

To add AMC, select 'Yes', 
choose the inbuilt warranty 
of the product, the duration 
that AMC will be required 
post-warranty, the AMC 
service frequency and then 
click 'Save'.



Installation Commissioning and Testing .

Select 'Yes' to add ICT 
clause. 



Installation Commissioning and Testing .

Update item wise 
configuration and click 
‘Save’ to continue. 



Input Tax Credit (ITC) Details

Click ‘Yes’ to go with ITC 
based evaluation.



Please input ITC 
percentage for GST & 
GST Cess. Range of ITC 
percentage will be from 
0 to 100%.

Input Tax Credit (ITC) Details



Reverse Charge Mechanism (RCM) Details
 

Click ‘Yes’ for RCM details

If Buyer selects 'Yes' as an option & clicks on 'Add/Edit RCM Details', Buyer will have to mandatorily enter GST (%) 
& the same cannot be Zero. Buyer can enter GST Cess 1 (%) & GST Cess 2 (Quantum) value as Zero, if not 
applicable.



Reverse Charge Mechanism (RCM) Details
 

Click on the 
checkbox to select 
optional RCM.

Select a GST %.

Update the GST 
Cess 1 & Cess 2 
details and click on 
‘Save’.



Additional Scope of work 
 

Buyers Can Upload SOW 
(Scope Of Work) And Tag 
It With Bid Categories. 
This Information Will Be 
Published In The Bid 
Document



Additional Scope of work 
 

Buyers Can click to “ADD 
NEW “ Scope of Work

Buyers Can Upload SOW 
(Scope Of Work)



Eligibility Criterion  (To be verified by the buyer at the time 

of technical evaluation) 

Specify the eligibility 
criterion and 
additional criterion, 
if required.

Bidder Annual Turn Over (In Lakhs) :- The Minimum average Annual Financial Turnover Of The Bidder During The Last Three Years, Ending On 31st March 
Of The Previous Financial Year, May Be Defined By The Buyer Between 0% To 50% Of Estimated Bid Value. Please Enter Required Value.

Years Of Past Experience Required For Same/Similar Product/Service :-  Buyer Can Define Seller / Service Provider's Eligibility Based On Years Of Past 
Experience, Please Define Number Of Years Of Experience Required Here. You May Seek Up to 7 Years Past Experience. If Selecting Yes, Buyer Needs To 
Define Similar Services In ATC.
 



Auto Extension of ‘’Bid Opening” in case of less number of 

bids received 

Specify the criteria 
for auto extension 
of bid.



Update the 
payment terms in 
number of days.

Payment Terms



Bid Details 

Click here to edit 
the document 
properties.



Bid Details Edit the document 
allowed size & no. of 
pages allowed.

Click on ‘Save’ 
to proceed.



Document Visibility of Participating Bidders to all the participants   

Buyer can select Yes/No" if they wish to 
display participants documents to other 
participated bidders and then select 
specific documents using check-boxes.



Document Visibility of Participating Bidders to all the participants   

If selected ‘’no’’, upload 
the competent authority 
approval. 



Exemption to verified MSE/ verified Startups   

Choose ‘Yes’ if you 
want to give 
exemption to MSE & 
Start-ups.

Choose the criteria 
you want to give 
exemption on.



Restrict Bid Participation to CPSE Sellers Only

Buyer will select ‘Yes’ to 
restrict participation to CPSE 
Seller



Excel Upload Required

Select 'Yes' to enable Seller to upload a PDF 
as part of the Financial document. Seller to 
upload prices of spares/consumables as 
Excel. Refer to the tool tip for more details. 
Applicable for specific categories only.

Enter the title of the 
excel sheet to be printed 
in the bid document.

Upload the format of the 
excel sheet to be shared 
with the sellers.



Pre-Bid Details

Click on ‘Yes’ if pre-bid interaction is 
required

Buyer will Update the date and venue 
details  click on “SAVE”



EMD/Performance Security (ePBG) Details

Buyer can ask EMD details, which is allowed only if Bid value is greater than 5 Lakhs. 



EMD (Earnest Money Deposit)

If EMD is required, click on ‘Yes’.

Update the required details.



Performance Security (ePBG)

If ePBG is required, select ‘Yes’.

Update the required 
details.

System  provide 
option to select  
Between 0.01 tο 
5 Percentage Of 
Estimated Price..



EMD/EPBG: Integration with NeSL (National E-Governance 
Services Limited)

Click on ‘Yes’ to Use 
NesL for BG 
Verification

Buyers will have the option to choose a UIN number at the time of bid creation if they want their Bank Guarantee 
(BG) to be verified and downloaded from the NeSL system.

Static UIN number will be shown to buyer which will be issued by NeSL for GeM portal.

GeM Portal UIN number will be displayed in Bid document under Advisory details (EMD/ePBG section).

Click on ‘Save’ to 
proceed.



Buyer can opt for Order Splitting / Part Quantity Bidding.

Buyer may select yes or no as 
per requirement, for part 
quantity bidding.



Buyer can opt for Order Splitting / Part Quantity Bidding.

Buyer may select Yes for part 
quantity bidding.



Buyer can opt for Order Splitting / Part Quantity Bidding.

Enter the minimum capacity 
and click on ‘Save’ to continue.

buyer is prompted for item wise minimum quantity/capacity from 
seller. 



Arbitration clause and Negotiated amicable settlements.

Buyer may select yes or no as 
per requirement, for 
arbitration clause and 
Negotiated amicable 
settlements.



Buyer opt for arbitration clause

Buyer select yes for Arbitration 
clause

Buyers have to enter details of 
the competent Authority 
approving the inclusion of the 
arbitration clause  



Clause for negotiated amicable settlements for resolution 

of disputes under the Mediation Act, 2023

Buyer select yes for negotiated 
amicable settlements for 
resolution of disputes under the 
Mediation Act, 2023 



Splitting | MSE |

Click ‘Yes’ and 
update the 
details.

Buyer can opt for splitting, if quantity needs to be split among multiple sellers. Maximum split can be done 
for 100 Bidders
The splitting criteria to be used for allocation of quantity at the time of price match needs to be defined 
upfront. Any documents required to be uploaded by the sellers for determining their quantity allocation 
must be clearly defined and asked for in the bid document.



Splitting | MII |

Click ‘Yes’ to reserve this 
procurement for MII class 1 
Local supplier



MII | Purchase Preference to MII class 1 local supplier 

Select ‘No’ if you do not want 
to give purchase preference to 
MII Sellers.

Upload the competent 
authority approval for 
exemption and update 
their details.

In case of exemption to MII Purchase preference clause, Competent Authority Approval along with the CA 
details need to be updated.



MII | Purchase Preference to MII class 1 local supplier 

Select Yes to provide Purchase 
preference to MII .



MSE | purchase preference. 

Select ‘Yes’ if you want to reserve 
the procurement for MSE OEMs 
and update the details.



MSE | purchase preference. 

Upload the competent authority 
approval for exemption and 
update their details.

Select ‘No’ if you do not want to 
give purchase preference to MSE 
Sellers.

For Exemption, Update the Competent Authority Approval and details



Special Terms and Conditions

Buyer can see 
special terms 
ad conditions



Terms and Conditions

Buyer can  select the 
additional Terms & 
Conditions



Terms and Conditions

Buyer can  select 
the additional 

Terms & Conditions



Undertaking for GeM GTC compliance and non-restrictive 

ATC conditions

Click on ‘I Agree’ 
to continue.



Verify OTP/eSign & Publish

You can download the 
bid document from here



Sample Bid Document.



Verify OTP/eSign & Publish

Click on the link to 
read the Terms & 
Conditions  and 
then click on the 
checkbox.

You can download the bid 
document from here

Select the relevant 
option to verify and 
publish the bid.



Mobile OTP verification



Published Bids

You can view your published 
bid under the 'Published Bids' 

tab.



Edit or add corrigendum

Buyer can edit or add corrigendum after published on Bid, as per requirement.



Edit or add corrigendum



Edit or add corrigendum

Click on edit Terms



Edit or add corrigendum

Corrigendum will be added 
on buyer added ATC



Edit or add corrigendum

Added on BID ATC 
document. 
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Verify the OTP



Edit or add corrigendum

Corrigendum  has been 
published successfully



Conclusion

Buyer can ask for EMD, which is allowed only if the Bid value is greater than 5 Lakhs, this function is not a mandate.

The buyer needs to award the order within the Bid Offer Validity Period.

Multiple consignees/ locations can be selected.

Mandate to select all the Golden Parameters. Golden Parameters facilitate a buyer to choose the appropriate product(s), 

further narrowing down the search criteria.

The seller needs to offer a product whose specification matches the Golden Parameters chosen by the buyer to 

participate in the RA.



Frequently Asked Questions

What is Intent Bid?
 A: Buyer can choose 'Intent of Bid' to create a bid without comparison of products/ services. He/She will be 
able to browse through all the products/services in the market (without any restriction of quantity or State).

Where are the Golden Parameters used and How do these impact Bid creation & Participation?
 A: Golden Parameters facilitate a buyer to choose appropriate product(s), further narrowing down the 
search criteria. It also impacts the cost of the product. The seller should offer a product whose specification 
matches the Golden Parameters chosen by the buyer to participate in the bid.

Why am I unable to place an order in Bid/RA?
 A: There is a possibility of below mentioned conditions:
 1. Your Bid validity has expired
 2. Bid Lifecycle has ended
 3. Consignee's role has changed, or consignee is not active on Government e Marketplace.

How long is an offer validity extension request valid?
 A: Seller has to accept/reject the offer validity request within 72 hours from the initiated date.

What is the duration or period for which a drafted bid remains valid ?
 A:The validity of the bid in draft is 60 days.

What is the duration for which Bid would be auto extended?
 A:The validity of the bid auto extension is 1-7 days.
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