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GeM MARGDARSHIKA

Mandatory Details Required for the Registration on GeM Portal:-

» Employee Aadhar Number
» Mobile Number linked with Aadhar (Employee will get OTP on this number)
> Email ID should be WWW.g0v.in or www.nic.in domain only.

PRIMARY USER REGISTRATION :-
———n L 2oL REGISTRATION :-

Visit https:[[www.gem.gov.in[ and click on Sign up button,

Enter the Aadhar Number and Mobile Number linked with Aadhar and click on “Verify Aadhar”
Select details from the dropdown list for the fields:-

Organisation Type (CentraI/State/PSU/etc.}
Ministry =

Department

Organisation

Ofﬁce/Zone. :

YV VVy

I;lease entc.ar tl':e email ID (_w_m.go!.in:or www.nic.in domain only). Then click on Send OTP button,
* Enter the OTP received by mail to verify the email account. g
* Create a user ID preferably based on the Primary User’s designation.

* Create a password for the account. JPassword should contain at least one smali alphabet,
one capital alphabet, one numeral and one special character).

* Click on “Create Account”. Then click on “Tell us about your Organisation — GO HERE”,
* Afterthat, need to fill the organisation address,
* Select the Payment method (Others/sGpA).

* Bank account details of the buyer need to be filled in but if the payment mode is “Others”,
then it can be skipped.

* Filithe personal information details of the Primary User,

Please enter the Verifying Authority Details. He/She can be anybody from the organisation whose
designation matches that of the Primary User or can also be one lever upper or one level lower. The
email ID of this person should be only @gov.in or @nic.in.

SECONDARY USER REGISTRATION s

Primary user has to login in their account and click on “Users”. After that, click on “ADD SECONDARY
USERS”.

Click on “Divisions”. After that, click on “NEW DIVISION” and then enter the details for the N ew
Divisions.

NOT:E: - PRIMARY USER CAN ADD MUTIPLE USERS AND CAN ADD DIVISIONS ACCORDINGLY.

TO ADD USER - CLICK ON NEW USER. Then enter the required details of the Secondary Users.
The same process needs to be followed for the addition of BUYERS/CONSIGN EE/PAQ.

SECONDARY USER ACCOUNT ACTIVATION :- :

Secondary user will receive a verification link on their email account. When the secondary user clicks
on that verify link, he/she will be guided to the GeM page.
1



Secondary user will enter their Adhaar and mobile number that is linked with Adhaar and verify with
OTP.

He/She needs to create User ID and password for their account. After that, they need to enter their
personal information and also they can “GENERATE KEY” for future Bid Encryption. Now the
Secondary User is Activated.

BUYER PROCUREMENT PROCESS:~

Type of Buying: i) Direct Purchase — Rs. 0 to Rs. 50000
ii) L1/ Bidding/RA — Rs.50001 to Rs. 30 lac
iii) Bidding/RA — Above Rs. 30 lac

NOTE: It is mandatory that for L1/Bidding/RA, comparison of products from atleast three different
Original Equipment Manufacturer {OEMs) needs to be done. °

Select the product to be purchased and “Add To Cart” any product of your choicg. We can hold the
product in the cart for maximum 10 days. ' :

After that, clickihng on “Proceed To Checkout”, 3 options will be shown, i.e. Direct
purchase/Bidding/RA. After clicking on continue, GeM will generate the Demand. By verifying OTP,
the contract can be generated. You can check the generated contract under the “Order” tab.

CONSIGNEE PROCESS:-

Once the product/goods are delivered, the consignee will have to generate the CRAC (Consignee
Receipt and Acceptance Certificate) by entering the following details:-

S

Date of Delivery

Quantity Delivered
Number of Items Accepted
Number of Items Rejected

NOTE: Within 10 days of item delivery, CRAC will have to be generated.

PAYMENT PROCESS:-
The Paying Authority will have to login and process the bill for the order.

YV Y WV N

Payment Using Others: After generation of CRAC payment can be done by any of the offline mode
like NEFT, Demand Draft, etc and same will confirmed from the buyers end.

Payment Using SGPA: Principal Secretary of every MoU signed state will open a GeM pool account
with the MoU signed Bank. In Bihar SGPA has been opened in ICICI Bank.

While registration of the Primary User, he/she needs to select the payment mode as SGPA along
with the state name.

Post L1 bidder selection/ Identification of seller on GeM portal, the buyer would know the amount
to pay. Before proceeding further, buyer needs to fund SGPA. To do that, he needs to click upon
“payment Advice Mandate” option first.



On clicking the “Payment Advice Mandate” tab, Buyer would be redirected on Bank’s page,
whereby he would have to fill the treasury head details as per the pre approved Payment Advice
Mandate format.

The list of values, specific to the DDO, will be available to the DDO in the drop down list.

DDO selects the appropriate budget head details from the list and clicks to continue. The Payment
Advice Mandate gets saved and ready for printout.

Buyer/DDO will take a print out of the filled Payment Advice Mandate and submit it to treasury
along with the treasury bills for the order. Treasury will fund the SGPA, against the unique bid
reference number. '

The payments will be received in the SGPA against the particular bid reference number/Order
reference number.

After receiving the payment from the treasury, Buyer/DDO will again login the GeM pbrtal and
finalises the payment.

- -

The seller will despatch the Goods to the buyer’s/consignee address.

After receiving the Goods, Cansignee will verify the items and generates the CRAC by logging in the
GeM portal. This.activity has to be mandatorily completed by consignee within ten days of receipt
of Goods.

If the Consignee fails to generate CRAC within 10 days of receipt of Goods, 80% of the order value
will be automatically transferred to the seller’s account. :

The consignee will have to generate the CRAC in the next 30 days of the receipt of goods (i.e.
T+10+30, T being the date of receipt of goods). Failing this, remaining 20% of the order value will be
automatically transferred to the seller’s account.

The consignee will have the three options with him while generating CRAC: >

v Accept the delivery in full
¥ Partially accept the delivery, mention the quantity rejected with reasons
¥" Fully reject the delivery with reasons

The seller will arrange for taking back the rejected goods.

DDOs and the primary users will get a detailed report from the GeM portal against the orders/bids
placed and processed.

<<<<< THEEND >>>>>
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ﬁ[@[ Gl Bank

Ref: 'C'CVPATIZOIKMD”"B“U% Date: March 14, 2018

The Jt. Secretary

Finance Department.

Government of Bihar

Old Secretariat, Patna- 800 015, Bihar

Sub- Details of the Accoun Opened for Government e-Marketplace Bihar

‘\047 \%ear Sir, > >

Please accept Greetings from ICICI Bank. ’
At the outset, we wish to thank you for giving us an opportunity to provide banking services
to your esteemed organisation. .

We have ODEhEG follawing accountr for the-implementation of GeM and the details of the

same is given below.

t”ame of Account Account Number | Acc. type IFSC Code
STATE GEM POOL ACCOUNT Current Account 4 '
BIHAR ~ | 040405006605 (Non-Operative) ICIC000040

The above mentioned account has been opened as per your request vide letter no. M:d-
48/2012(part 1)1755 dated March 8, 2018. The account will be operated jointly by Joinis
Secretary and Dy. Budget Controller Cum Ceputy Secretary , Finance Department ,

Government of Bihar.

The above account is a non-operative current atcount and no chequebook has been issued

in the account.

We look forward to your support in strengthening this relationship and assure you that we
will provide the best of our services to your office, ;

Warm regards,

Shakti Singh
Chief Manager

Government Banking Group
ICIC1 Bank Ltd, Zonal Office, Patna

Mob:8294634673
ICICI Bank Limited = .
Zonal Dffice, Piot No- 6B, Regd. Office : “Landmark”, Race Course Circle,
S.K. Puri, Sahdeo Mahto Marg, ’ Vadodara 350007,
Boring Road, Tel.: 0612-3920328 Corp. Office : ICICI Bank Towers, Bandra-Kurla
Patna - 800001. Website www.icicibank.com Complex, Mumbai 400051, India
S. K. Puri, Boring Road Website : www.icicibank.com  Cors. Of - ol :
. ¢ : . F W.M.WMTmrama.xmcomgh
Patna - 800 006. Bihar CIN : L65190G1994PLC021012  Maumbsi 400051, incio.Tel 1491720861 1418 e e vov
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GeM BIHAR: Payment Advice Mandate
Major head: Treasury Code:
Sub Major head: DDO Code:
Minor head: Bank Code:
Sub head: Bill Code:

Object Code:

~* Beneficiary Name:

= Beneficiary Account No.

= Beneficiary Bank:
= Beneficiary IFSC Code:
*  Amount:

=  Date:
= Time:
= DDO Code:

= DDO Designation:
* . Buyer Dept Code:
* Buyer Dept Name:
* Bid Reference No:
* Product Category:
™ Product Name:

* No. of Units:

GOVT EMARKET PLACE BIHAR
BIHRDDO126202

ICICI Bank Ltd

ICIC0000104
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