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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:

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

Overview
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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.

Secondary User Creation by Primary User

Click here to 
login.

http://www.gem.gov.in/


Click Here to 
Submit.

Enter the User 
ID here.

Enter Captcha 
text.



Enter the 
Password 
and click on  
‘Submit’ to 
proceed.
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Click on ‘Users’ to 
proceed.
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To create secondary user, HOD has 
to click on ‘Manage Divisions’.

It is no longer mandatory for the Secondary buyers to need an nic.in or gov.in domain Email ID  for 
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.
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Click on ‘New 
Division’ to create a 
division.
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Check this box if the division 
address is the same as that of 
the organisation address.
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Click on ‘Add’ to 
proceed.
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Division has been 
created.
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Click on ‘Add Secondary 

User’ to proceed.
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Click on ‘Manage Posts’ 
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Click on ‘Create Role’ to 
proceed.
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Select the division you 
want to assign this 
secondary user in.

Enter the designation of 
secondary user.
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Select the roles to be 
assigned to the secondary 
user.
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Primary user can restrict payment 
method .
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Enter User Id  of the 
secondary user.

It is important to create secondary user Id on basis the designation/ role of the secondary user. 
Once created, the user ID cannot be changed.
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Enter the email ID. Secondary buyers 
will no longer need only an nic.in or 
gov.in domain Email ID for 
registration.
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If required, click here to apply 
for @gembuyer.in email ID.
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ID may be created based 
on role to be assigned to 
the Secondary User..
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Enter the user details and 
click on ‘Submit’.
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Click on ‘Add Post’ to create the 
secondary user.
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To activate the account, secondary 
user must verify through the link 
shared on their mail.
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Click on ‘Verify me 
Now’ to proceed.

Go to the mail box and 
open the Invitation 
mail which is sent by 
the primary buyer.

Secondary User Activation
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Click on ‘Ok’ to 
continue.
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Click on ‘Proceed’  after 
confirmation of requisite 
information.
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Click on ‘Proceed’  to 
continue.
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Read and agree to terms 
and conditions. Then,  Click 
on ‘Proceed’ to continue.
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Enter your Aadhaar 
number and your 
Aadhar-linked 

mobile number. 

Click here to verify Aadhaar 
after entering details and 
confirming consent
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Enter the OTP and click on 
‘Verify’  to continue.
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Click here to continue.

On successful verification of Aadhaar, system automatically captures your name.
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User ID will be prefilled.
After entering password, Click on 
‘Create Account’ to activate your 
account. 



35

The secondary User will be redirected to login page. 
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After successful login, User will see their account profile from where they can update 
their phone number, email address, etc.
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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.

It is 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.

Conclusion
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Is 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.

Frequently Asked Questions



https://gem.gov.in

All content, materials, and resources contained herein are the intellectual property of the Government EMarketplace (GeM) and are protected 

under applicable copyright and intellectual property laws.

Any unauthorized copying, reproduction, dissemination, distribution, transmission, or modification of this content, material and resources, in 

whole or in part, is strictly prohibited and may attract legal action under the relevant laws. Users are advised to refer to or download only the 

latest and official versions of GeM documents, content, materials and resources from the official GeM portal: https://gem.gov.in to 

ensure accuracy, authenticity, and compliance with current policies and guidelines. GeM shall not be held responsible or liable for 

any unauthorized use, alteration, misrepresentation, or reliance on unofficial, outdated, or third-party versions of its content, materials, or 

resources.
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https://gem.gov.in/
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