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KEY STATISTICS 

GeM  

Transactions 

Buyers 

Sellers  

& Service 

providers 

Products 
Total 

Number of 

Orders 

Gross  

Merchandize 

Value 

As on 14th July 

2022 

61,208 

4,736,851 

4,130,861 

10,557,948 

266,533 Cr 
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Seller friendly dashboard for 

selling, and monitoring of 

supplies and Payments, 
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Open gem.gov.in and click on 
Sign Up. 
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Click on Sign 

Up and from 

the drop down 

menu select 

‘Buyers’. 



Open gem.gov.in and click on Login.  
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After reading the 

pre-requisites click 

here to review 

Terms & Conditions 



 

 

Click on the declaration after reading Terms & Conditions 
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Enter the Aadhar/VID Details and Aadhar linked 

mobile number of HOD 
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After successful OTP verification of Aadhar, enter the 

organization details of HOD 
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HOD can select Multi-State Cooperative/Single State 

Cooperative under Organization type and select required 

State, Department and Organization from the dropdown 
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HOD will enter the official email address and verify by 

entering OTP received in email Inbox. Please note - Any email 

address can be used here. 
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After successful email verification, HOD can enter desired 

username and click on ‘Create Account’  
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After clicking on ‘Create Account’, click on ‘Yes’ to confirm. 
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HOD user is created and system asks to select ‘Verifying 
Authority’ from the dropdown and then click on ‘Apply for 
Verification’. Request will go to Verifying Authority for approval 
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HOD User will get email confirmation on successful sign-up 
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On submitting for approval, confirmation page is displayed. 

All other tabs in the profile selection are disabled. HOD user 

will wait for approval from Verifying Authority and will be 

notified by email. 
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Verifying authority can login and see his pending HOD Request 

approval list. He can click on ‘View’ and see details. 
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Verifying authority can review HOD details and click on Accept, 

Reject or Request Information 
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Once approved, Verifying Authority approval is displayed on 

the dashboard 
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HOD needs to update the Organization address and click on 

‘Save’ 
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HOD needs to open a GPA (GeM Pool Account) 
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GeM Pool Account (GPA), is a special purpose bank account opened, operated and controlled exclusively 

by each NPAE [Non-Public Financial Management System (PFMS) Agencies/Entities]. 

HOD will nominate and authorize a Nodal Officer for GeM to open and authorize the “GeM Pool Account” 
(henceforth: GPA). 

The HOD can select any bank(s) which has been enabled for GPA integration with GeM. 

Non Challan based GPA model will be used 

 



HOD needs to update the payment method as GPA (GeM Pool 

account) and click on ‘Save’ 
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After selecting Non Challan GPA system, HOD needs to enter 

the GPA account details. Details will be sent to Nodal officer 

for verification. 
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Once the account is Approved by 

Nodal officer, it would be 

marked as Approved. Approved 

accounts can be used for order 

placement. 



Open gem.gov.in and click on Login.  
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Email Received by Nodal Officer to Approve the 
use of GPA account.  



Open gem.gov.in and click on Login.  
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Approval screen for Nodal Officer to Approve or 
Reject the Request. 
 



Open gem.gov.in and click on Login.  
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Request approval confirmation 

message is displayed post approval by 

Nodal Officer. 



HOD will update Personal information and click on Save. 
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HOD is notified after profile completion 
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HOD can now add multiple secondary users. Division needs to 

be added for adding secondary users. HOD can add multiple 

divisions 
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On clicking ‘Add Secondary User’, HOD can create new 
secondary users 
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HOD will create a Post to add secondary user by selecting 

divisions and roles from options available in dropdown 
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After successful creation, HOD can see all secondary users. 
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