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A Secondary Buyer in GeM is a person of responsibility as approved by the Primary User.

These authorized secondary users enjoy rights and privileges as assigned to them by the Primary User - HOD.

The Key Role of the Secondary User:

v

Active Buyer Role: Creation of orders, Placement & Bill Drafting

>  Consignee:
> Receiving the Consignment, followed by acceptance & rejection of the same
> Generation of CRAC

> DDO/PAO: Order payment processing

> Indentor: Selection of products and add to buyer’s cart

>  Technical Evaluator: Evaluation of bidders on technical front/parameters



l' Secondary User Creation by Primary User

»

»

Primary User (HOD) is responsible for creation of Secondary Users.
To create Secondary Users, Primary User will have to visit www.gem.gov.in and login.
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g )E > GeM Bids Sign Up

¢ Marketplace Enter the User
ID here.

Not Registered with GeM ? Sign up to experience the Marketplace

‘5%-7; Register as BU_\/QY % Reg|ster as Seller vernmen[e Marketplace | GeM

Enter Captcha

Need help with your Login ? text.

Ralse a Ticket Type the characters in the box below.

Agents and experts available on a single platform ready to help you
WQKSFG

Contact Us

Email. helpdesk-gem[atjgov{dot]in

Call: 1-1800-419-3436 / 1-1800-102-3436 ( 8 am - 8 pm Mon to Sat ) Click Here to Password shall be entered on next screen post

successful GeM login ID and Captcha validation

Submit.
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English @Dark Mode | FontSize A- A A+ Skip to Main Content M1800-419-3436 | [ helpdesk-gem[atlgov[dot]in Need Help ? ~

Governiment
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Bids Forward Auction Sign Up

Not Registered with GeM ? Sign up to experience the Marketplace

Need help with your
Login?

Raise a Ticket

Agents and experts available on a single
platform ready to help you

R, Contact Us

Email: helpdesk-gem[at]gov[dot]in

Call: 1-1800-419-3436 / 1-1800-102-3436
(9:00 a.m. - 10:00 p.m. Mon to Sat)

vy Register as Buyer @ Register as Seller Login in to Government e Marketplace |

GeM

. GeM User Id *
Password Advisory

Please ensure your password is STRONG and RESET the same regularly
Do NOT save a password in the browser or in any unprotected
documents/material (e.g. sticky/post-it notes, plain paper pinned or
posted on your table)

Do NOT share your password with anyone to avoid misuse

Do NOT use the same password in multiple websites/apps . : Enter the
Password should contain more than eight characters, the password | | PIREPREE ‘ Password
should not be a word found in a dictionary (English or Foreign) bt it .
Password should not be a derivative of your GeM User ID and click on
Password should be a combination of upper and lower case characters ‘Submit’ to
:e).g.jiz, A-Z){, ;jl[g]|t<s ie).g./o.-.Q) 'Ia?('i)special characters(e.g. | @#$ %A & * Forgot your GeM password ? proceed.

Password *

Reset GeM Password
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NOTIFICATIONS -

Dear User,

The consignee can manually generate the Service Delivery Acceptance Certificate (SDAC) at any time within the stipulated period displayed while processing the invoice on the
Service Orders. If the consignee does not take any action on the invoice, either processing or rejecting it within this period, the system will automatically initiate an SDAC. The
consignee then has an additional 3 days to modify or reject the system-initiated SDAC. After this period, the Final SDAC will be generated, which cannot be modified, and the entire
invoice amount will be considered the SDAC amount.

Dear Buyers,

Please be informed that numerous bids dating back to 2018 are still pending in the GeM system. It is requested to conclude these bids by either awarding or cancelling them, ensuring
that reasons for cancellation are duly recorded, no later than 30th July 2024. Bids having opening date on before 31st December 2022 not concluded by 30th July 2024 will be
cancelled without further notice by GeM. Once cancelled by GeM, these bids will no longer be available for further action by buyer. Therefore request attention and action on this
matter.

Sellers Suspended due to non-compliance with GFR Rule 144(xi):

5 and Brands listed in the "Sellers Suspended due to non-compliance with GFR Rule 144(xi) * either been determined as non-compliant or have failed to prove their compliance

Ask GeMmy
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Click on ‘Users’ to

proceed.
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It is no longer mandatory for the Secondary buyers to need an nic.in or gov.in domain Email ID for g "
registration. Email ID of any domain, public or private is now enabled for registration. However, -
Primary Buyer registration will still require NIC whitelisted domain email IDs.

Efficient * Transparent ¢ Inclusive

Dashboard Market Forward Auction Vivad se Vishwas Bids Users \iew Past Performance
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To create secondary user, HOD has
NOTIFICATIONS to click on ‘Manage Divisions’. +

4 ADD SECONDARY USER | MANAGE POSTS [ MANAGE DIVISIONS ] CREATE GEM BUYER EMAIL 1D < GO BACK

Filter Search Select division All v

S1.No Name User Id Posts Roles Email Maobile Division Action
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NOTIFICATIONS

l + NEW DIVISION J + ADD SECONDARY USER

SI.No

Name

Click on ‘New

Division’ to create a
division.

Address

State

View Past Performance
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Action
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NOTIFICATIONS

Divisions
Add Secondary User

Manage posts

& Marketplace

A

Dashboard Market Forward Auction Vivad se Vishwas Bids Users

" Mahoteay

fj‘” Categories -

Division Information

B Address 5ame As Organisation \/

Division ()

st

Pincade ™

248001

Srate
UTTARAKHAND
District ”

Dehradun

= GeM
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View Past Performance

Transparent ¢ Inclusive

2

Check this box if the division

address is the same as that of
the organisation address.
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Vivasd sa Vistrwas i View Past Performances

NOTIFICATIONS

Division Information

o
=reby deciare thac § am not Rabie t be registered under the ambi of GST Click on ‘Add’ to

“ proceed.

10
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NOTIFICATIONS +

Division has been

created.
% NEW DIVISION + ADD SECONDARY USER
SI.No Name Address State Action
1 ddun Director Sugar, Dehradun, Dehradun, 248001 UTTARAKHAND Fdit Deactivate

11
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NOTIFICATIONS
Click on ‘Add Secondary

User’ to proceed.

oo | |

SI.No Name Address State Action

1 ddun Director Sugar, Dehradun, Dehradun, 248001 UTTARAKHAND Edit Deactivate
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NOTIFICATIONS
i Add/Invite Secondary User (i)
New division » Post * Select post v l

Manage posts

Click on ‘Manage Posts’

13
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k GeM Dashboard  Market

' 4

NOTIFICATIONS -

PR ; Add/Invite Secondary User (i) Click on ‘Create Role’ to
, proceed.

New division » Post * Select post CREATE ROLES

Manage posts »

Invite Email ID

14
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Enter the designation of
NOTIFICATIONS secondary user. +

Y. > GeM
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DDUMN : POST MANAGEMENT

Create Roles

Designation (L)

(B
Diiviskons e e
Select = Select the division you
. want to assign this
BlaCt FDkes
ORG secondary user in.
Odun
ROLES DIVISION
ddun

The office contact number will be published on GeM Artifacts {(such as Contract and Invoice) for helping the Ssller communicate
wiith the Buyers post contract

Contact No{Office) (3)

15
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MNOTIFICATIONS +

DDUMN : POST MANAGEMENT

Create Roles

Designation ()

oo
Divisions -
Crdumn w
Select Roles Select the roles to be
2 Checked
assigned to the secondary
" COMSIGMEE user.
ROLES |
TECHMICAL EVALUATOR
EUYER INDEMTO
Buyer/PAC/DDO can be restricted to U5 riction, only the
selected payment methods would be 8+ BUYER O weill inherit all

payment methods selected by the HOR
Fayment Authority/PFAC

Restrict payment methods allowed for this user

16
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Buyer/PAO/DDO can be restricted to use a set of payment methods, by selecting the checkbox below. Upon restriction, only the P e Marketplace
selected payment methods would be available to the Buyer/PAO/DDO. In case of non restriction, Buyer/PAO/DDO will inherit all
payment methods selected by the HOD under Payment Method.

Restrict payment methods allowed for this user

Payment Method(s) for post

Efficient » Transparent ¢ Inclusive
Others

Primary user can restrict payment
method .
Flease select at least one payment method

The office contact number will be published on GeM Artifacts (such as Contract and Invoice) for helping the Seller communicate

weith the Buyers post contract

Contact No (Office) O

Userild O~

Official Email (D"

Apply for @gembuyer.in Email ID
Action

ADD POST

17
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It is important to create secondary user |Id on basis the designation/ role of the secondary user. UGS, FERERRRAN ~ sl
Once created, the user ID cannot be changed.

Buyer/PAO/DDO can be restricted to use a set of payment methods, by selecting the checkbox below. Upon restriction. only the
selected payment methods would be available to the Buyer/PAOSDDO. In case of non restriction. Buyer/PACO/DDO will inherit all
payment methods selected by the HOD under Payment Method.

Restrict payment methods allowed for this user

The office contact number will be published on GeM Artifacts (such as Contract and Invoice) for helping the Seller communicate
with the Buyers post contract

ContacsNofOMmen @ Enter User Id of the
secondary user.

gl | -
H== = O cescdd

Official Email (O™

Apply for Egembuyer.im Email 1D

Action
ADD POST

18
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Buyer/PACSDDO can be restricted to use a s=t of payment methods, by selecting the checkbox below. Upon restriction, only the
selected payment methods would b= available to the Buyesr/FADWD O, In case of non restricticn, Buyer/FPADSTDEO will inhearit all .
payment methods selected by thie HOD under Paymeant Method. Efficient = Transparent ¢ Inclusive

Restrict payment methods allovered for this user

The office conmtact number will b= published on Geld Artifacts (such as Contract and Invoice) for helping the Seller commuonicate
weith the Buyers post contract

Conmtact Mo (Office) L)

Enter the email ID. Secondary buyers
will no longer need only an nic.in or

gov.in domain Email ID for
registration.

Userld (D=
== @ pestdd

Secondary User email should be registered with MIC. If you do ot hawve MIC registered email, pi€ase click belowes like to apply for
Zeembuyer Email 1.

Official Emaill S _ T T S R S

1]
1]
L]
i

Apphy for @gembuyer.imn Email 15

Action
aADD POST

19
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Efficient » Transparent ¢ Inclusive

Userld ()
serld testdd

Secondary User email should be registered with MIC. If you do not have NIC registered email, please click below like to apply for
@gembuyer Email ID.

Official Email (i cestdd@ricin

Apply for @gembuyer.in Email ID

ACtion
ADD POST

20
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The users having email id with domain nic.in or gov.in can directly register using the email id. Issuance of a new Gembuyer ID is not required for these users

TAT for the response of Id creation for secondary users is 48hrs(2 working days).

Add User Details
First Name * Last Name * 7#’ \
Enter first name Enter last name Please select role
Please select role
Mobile Number linked to Aadhaar * City * Buyer
Enter 10 digit mobile number Enter city name ‘ Consignee
Buyer & Consignee
Organization Name * PAO
DDO ID may be created based
PAO & DDO on role to be assigned to

Technical Evaluator the Secondary User..

21
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§ 35

Add User Details

First Name *

Enter first name

Mobile Mumber linked to Aadhaar *

Enter 10 digit mobile number

Organization Name ~

N/A

WEB INFO ABOUT GeM

& AddUsers B userList

n nic.in or gov.in can directly register using the email id. Issuance

TAT he response of Id creation for secondary users is 48hrs(2
Last Name *

Enter last name

City *

Enter city name

Enter the user details and

click on ‘Submit’.

NEWS & EVENTS RESOURCES

Role *

Please select role

State *

Please select State/UT

TRAINING

) Government
- e Marketplace
Hi, Narayanappa J 0 v

Efficient » Transparent ¢ Inclusive

NEED HELP ?

22
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Efficient » Transparent ¢ Inclusive

Userld ()
serld testdd

Secondary User email should be registered with MIC. If you do not have NIC registered email, please click below like to apply for
@gembuyer Email ID.

Official Email (i cestdd@ricin

Apply for @gembuyer.in Email ID Click on ‘Add Post’ to create the

ACtion
ADD POST

secondary user.

23



Create Roles

Designation @

Divisions*

Select Roles®

Roles

User |d @

Official Email @*

Contact Mo.[Office) @

Action

User successfully invited and activation link is sent to the user

Mame

Select

Select

Please enter user id.

Email as gov.in/nic.in/gembuyer.in

Please entar email id.

Apply for @gembuyer.in Email ID

STD code Office Contact No.

ADD POST

Extension Mo.

ADD USER

E k GeM
Government
- e Marketplace

Efficient » Transparent * Inclusive

24



[ o GeM

Government
» e Marketplace

Efficient » Transparent ¢ Inclusive

SI.No

POST NAME

buyer005

buyer01

buyerindicat

or

consignee

DDO

Primary User

USERID

buyer88

buyer003

buyerindentor

COnsignee001

ranakamaltest
01

EMAIL

testranabuyer88@nic.in

ranabuyer003@google.
com

buyerindentor003@nic.

in

consigne999@yahoo.in

ddo998@firefox.in

rana300kamal@nic.in

ROLES

BUYER

BUYER

BUYER_INDENT

OR

CONSIGNEE

DDO

HOD

USER STATUS ACTION
Active
4
@ Deactivate / Transfer
Active
s
@ Deactivate / Transfer
Inactiv
e l

To activate the account, secondary

user must verify through the link
shared on their mail.

Kumar
Agarwal T

25
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Secondary User Activation

= Your invitation to Government eMarketplace (GeM) awaits you. 1 messa

® From:
& . Go to the mail box and

open the Invitation

April 8, 2025 2:29 PM

mail which is sent by
the primary buyer.

le_.Government e-Marketplace =]

Dear Sir/ Madam,

Your organisation’'s primary user, He upta, has added / invited you to join as
GIIEET for N n on GeM.

invitation by clicking on 'verify me now".

Click on ‘Verify me

Now’ to proceed.

For any queries : bi 1-800-419-3436, 1-800-102-3436 or €n helpdesk-gem@gov.in

© 20138, Govermment eMarkeiplace (GeM). All nghts reserved.

26
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ernment email - ( ation basec ( on i : u need to submit

OTP pury
nal details.
f the details, you are required to get the same done through the primary user of

Click on ‘Ok’ to
continue.
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&dely

Amritkas l-u e

Signup > Buyer Organisation
Secondary User Registration Need help ith Registration” (3

OPre-requisites ——— 2 ReviewInvite ——— 3 Terms&Conditions ———— 4 Registration

b isit Click on ‘Proceed’ after
Fe-requisites confirmation of requisite
Create your Organisation Buyer Account information.

For Secondary user - you require the following before you can proceed.

Aadhaar number
Active Mobile number to which your Aadhaar is linked - for OTP purpose

m SECONDARY USER - USER MANUAL PROCEED

28
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Secondary User Registration Need help with Registration? ([

Efficient » Transparent ¢ Inclusive

. Pre-requisites —— OReview Invite ———— 3 Terms & Conditions ——— 4 Registration

Review Invite
You have been invited by Arun Kumar (eo-gairsain@uk.gov.in) for the post of clerk (roles - CONSIGNEE.BUYER)

Organisation Details are as follows

Organisation Type : State Local Bodies
_ Click on ‘Proceed’ to

Department : Urban Development Directorate of :

pa ' Uttarakhand continue.
Organisation : Urban Development Directorate
Office/Zone : Magar Panchayat Gairsain
Division : BUYER CONSIGMNEE
Official Email Id
Email Id : buycon2.dpr.ua@gembuyer.in

In case you want to rectify any of the details, you are required to get the same done through the primary user of your office. PROCEED

29
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Efficient » Transparent ¢ Inclusive

.Pre-requisites _ .Reuiewlnvite _— eTerms&Conditiuns ——— 4 Registration

Please Read And Agree To The Terms & Conditions Of Government E-Marketplace (GeM) Before Sign Up.

=  Microsoft Word - GTC GeM 4.0 (Version 1.11)...

General Terms and Conditions on GeM 4.0 (Version 1.11)
dt 21* June 2023

1. Introduction

Read and agree to terms

This document is an electronic record published by GeM under the provisions eye .
of the Information Technology Act, 2000 and the rules made there under (as and conditions. Then’ Click
applicable) and shall act as valid agreement between Seller / Service Provider on 'Proceed' to continue.

and Buyer. Further the use of GeM Portal for Sale / Purchase of Goods /
Services and the resulting Contracts shall be governed by the following
General Terms and Conditions (GTC) (unless otherwise superseded by
Product / Service specific Special Terms and Conditions (STC), Produet /
Track / Domain Specific STC of Particular Service including its SLA
(Service Level Agreement) and BID/Reverse Auction Specific Additional
Terms and Conditions (ATC) as applicable). v

* | have read and agree to the Terms & Conditions of Government e-Marketplace (GeM) FULLSCREEN VIEW PROCEED

30
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Signup > Buyer Organisation » e Marketplace
Secondary User Registration Need help with Registration? () _
Efficient » Transparent ¢ Inclusive
. Pre-requisites —— . Review Invite —— . Terms & Conditions —— o Registration
Personal Verification PEI’SOI’IE!' Verificatiﬂn
User Credentials ) -
We respect your Privacy, We do not share your personal details with anyone. Enter your Aadhaar
) number and your
Aadhaar Number / Virtual ID* (7) Mobile number linked with Aadhaar* Aadhar-linked

® mobile number.

I, the halder of the above Aadhaar, hereby give my consent to GeM ( Government & Marketplace), for using my
Aadhaar number as allotted by UIDAI for GeM Registration. GeM [ Government e Marketplace) ,have informed
me that my aadhaar data will not be stored/shared. )

B, Jode MU T U, YIeeit Ry g it gRr Sdfee S SR JaR B o el g v A e R - 0
S (1T & AT B THEgRI M WERT e SRl § | W (TOHC S-Hbem) 3 59 T SR g i Click here t.o verlfy.Aadhaar
TR ST o Foeie /s =l i s after entering details and

, confirming consent
Click on the play button to listen consent/ WgRd T & fe @ a7 W faaw 31 &

P 000/051 = P i VERIFY AADHAAR

31
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Mobile OTP Verification

Enter OTP =

Mabile : #**+*%%£5630 | Email : om*******@gmail.com

Mot received OTP in 9:51 mins?

Please do not press back butten while the aadhaar authentication is being processed.

Enter the OTP and click on

‘Verify’ to continue.

[ o GeM

Government
» e Marketplace

Efficient » Transparent ¢ Inclusive
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On successful verification of Aadhaar, system automatically captures your name.

Efficient » Transparent ¢ Inclusive

Signup > Buyer Organisation

Secondary User Registration Need help with Registration? ([}
. Pre-requisites ——— . Review Invite ——— . Terms & Conditions ——— o Registration
| Personal verification Personal Verification

User Credentials . ) .
We respect your Privacy, We do not share your personal details with anyone.

Mobile number linked with Aadhaar®

P |
First Name® Last Name
TETme Lo

. Aadhaar Details Verified Successfully.

Click here to continue.

Ask GeMmy

33
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> G 25 mkp.gem.gov.in/registration/signup#!/activate_user/065504935b46a29a37387603e9bfd3757aadhaar_verified=true a i “} e

. . Efficient » Tra rent ¢ Inclusive
Signup > Buyer Organisation icient  Transparen usIv

Secondary User Registration Need help with Registration” ([
. Pre-requisites ———— . Review Invite ——— . Terms & Conditions ——— o Registration
| Personal verification . User Credentials
User ID will be prefilled.
i User Id * . g
| user credentials erie @ After entering password, Click on
) ‘Create Account’ to activate your
account.
Password * () Confirm Password®
ord must contain minimum of
One Upper Case One Lower Case
One Numeric One Special Character
8 characters and maximum of 16 characters

CREATE ACCOUNT

34
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The secondary User will be redirected to login page. > e Marketplace

English | @ Dark Mede | FontSize A- A At | kip to Main Content ®1800-419-3436 | B4 helpdesk-gem[at]eovidot]in | Need Help? »

Bids Forward Auction Sign Up

Not Registered with GeM ? Sign up to experience the Marketplace

m,%u Register as Buyer % Register as Seller Login in to Government e Marketplace | GeM

GeM User I1d*

Need help with your Login?

Raise a Ticket

ez Type the characters in the box below. *
Agents and experts available on a single platform ready to help you

R, Contact Us K

Email: helpdesk-gem[at]govidot]in
Call: 1-1800-419-3436 / 1-1800-102-3436

Password shall be entered on next screen post
(9:00 a.m. - 10:00 p.m. Mon to Sat)

successful GeM login ID and Captcha validation

35




After successful login, User will see their account profile from where they can update

their phone number, email address, etc.

) *‘(../\ Lrpm ’\{'\’
y' e Marketplace

Efficient * Transparent ¢ Inclusive

Al Caregories N Shopping Cart !

NOTIFICATIONS

Personal Information
Update Mabile

Change Email

Change Password

Not ShivshankarChoudhury?

Invite Seller(s)

PERSONAL INFORMATION

First Name *

ShivshankarCho

Designation

Manager

*

Are you registered for GST?

O Yes (i) No

Last Name

Malhotraanannz

Date of Retirement

| hereby declare that | am not lizble to be registered under the ambit of GST.

The office contact number will be published on GeM Artifacts (such as Contract and Invoice) for helping the Seller communicate

with the Buyers post contract

Contact No.(Office) (D*

011 27854589

SAVE

36
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> The primary user will complete the details such as Office Address (State, District Code, Pin Code) while
creating the division.

> The primary user will create the Secondary User ID and send an invitation email for sign Up.
> The secondary user must click on the link/ invitation shared via Email.

> Itis no longer mandatory for the Secondary buyers to need an nic.in or gov.in domain Email ID for
registration. Any domain email ID can be used for registration.

> The sign-up can only commence once the invitation is received from the Primary User of their concerned
organization.

> For verification, an Aadhar card and linked mobile number is a mandatory requirement.

> In case of any transfer of the Secondary Users, the official should inform his Primary User about the
transfer or de-activation of their GeM account.
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Frequently Asked Questions

Efficient » Transparent ¢ Inclusive

> s it possible for the secondary user to edit the user ID?
> No, it is not possible for the secondary user to edit the user ID, as it is created by the primary
user.

> Is it mandatory for a secondary user to provide Aadhaar and mobile number linked with
Aadhaar?

> Yes, it is mandatory for a secondary user to provide Aadhaar and mobile number linked with
Aadhaar. Note: Aadhaar details collected by GeM are solely for user verification.

> Who creates the user ID for the secondary user?
> The primary user creates the user ID of the secondary user. However, the password needs to
be created by the secondary user.

> Is it possible for the buyer/consignee to play the role of PAO?
> No, it is not possible for the buyer/consignee to play the role of PAO (paying authority) in the
organization.
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All content, materials, and resources contained herein are the intellectual property of the Government EMarketplace (GeM) and are protected
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