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 GeM integrates with NIC for government buyer authentication, this will help government buyers 

access GeM using NIC Email ID and password itself. 
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GeM 4.0 –New Features for Buyers 



    
 Buyers can now see an option under their My Account section to send an Invite to Sellers/Service 

Providers who are not yet registered on GeM. GSTIN updation mandatory (Yes/No). 
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GeM 4.0 –New Features for Buyers 



GeM: New bid features 

Click here to add staggered 

delivery, if required 





For ease of buyers - Bid Technical Comparison of all the participants made available to buyer in form of 

 spreadsheet online unified view as well as downloadable spreadsheet 





Buyers may now seek clarifications and call for missing / lacking documents from Bidders, online through 

 GeM portal, during technical evaluation of Bid, for proper evaluation of bids. 
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GeM 4.0 –New Features for Buyers 



A functionality to search for available products/services/ categories is accessible under tab 

“GeM Availability Report” at Buyer Dashboard  



Custom Catalogue based Bid – Product 



Generate and download the GeM availability 

reports generated in the last 30 days.  

Click on the icon to create a custom item for 

the items not available on GeM 



Custom Catalogue based Bid – Service 



Type “Custom” in the search box and 
select “Custom Bid for Services” from the 
recommended options 



BOQ BASED BIDDING 

BOQ based bidding has been introduced to enable 

Buyer to analyze Item wise Price breakup in a larger 

contract/project. 

 

Primary useful for turnkey jobs where the Supply of 

line items to be procured are more, however Total 

value wise Evaluation is required and the Job is to be 

ordered to One Seller (L1 -overall) 

 

Benefit of price break up shall help Buyer to monitor 

price hike for the same project.  

 

 



Buyer may select yes or no as 

per the requirement, for part 

quantity bidding. 

Capacity Based bidding 



Milestone based payment 



 

 

 

Live Demo 





Many times, the Buyers have requirements to define bids for categories which are 

not part of the GeM Category set. Creating a GeM Category Definition may take 

time due to the due diligence and process involved for defining the GeM 

Category. 

 

Therefore, this new functionality has been introduced for buyers for creating 

custom catalog based bid for items not available on GEM. 

Buyers can define Custom Catalogue based Bid based on their needs even when 

product and service category does not exist on GeM. The sellers would participate 

in the Bid based on the requirements defined by the Buyer 

 



Features 

1. The functionality allows Buyers to create a custom catalogue by providing relevant  

information such as Title, reference price, selling unit, specifications, drawing documents, 

reference images, related categories etc for unavailable items post creation of GeM 

Availability Report 

 

2. It allows buyers to bunch 2 or more custom catalogue 

 

3. It allows Sellers to participate and confirm compliance to the Buyer custom catalogue 

requirement. The sellers will be required to create a custom offering for the same and offer 

the same in the Bid. 

 

4. The custom catalogue requirements will be part of the order and the contract.  

 



The functionality will be primarily useful for all buyers for - 

  

1. Procurement of specialized products that are currently not available on GeM 

 

2. Procurement of technical/engineered products that would require detailed specifications,  

       drawings etc. Feature of uploading custom specifications & drawing documents has been  

       provided 

 

3. Procurement of additional/side products that the buyer wants to procure but are not 

available on GeM 

 

4.   Procurement of any one-time service/ bunch of services such as site survey, one-time audit 

service, one-time training etc 

 



Key Highlights 

 

1. The buyer would be asked to take an undertaking that the procurement of required item is 

not feasible from the items/catalogues available on GeM  

 

2. For custom catalogue based bid, the minimum bid duration is 10 days and maximum is 45 

days. Approval from the Competent Authority however needs to be uploaded for bids with 

less than 21 days bid duration.  

 

3. All such custom definitions may be considered for defining new categories on GeM later 

 



Open gem.gov.in and click on Login 



Enter User ID and captcha 

and click on ‘Submit’ 



Enter password and click on 

‘Submit’ to continue 



After logging in click on  ‘Dashboard’ to 
proceed further 



Custom Item – Buyer Flow 



A functionality to search for available products/services/ 

categories is accessible under tab “GeM Availability Report” at 
Buyer Dashboard  



Generate and download the GeM availability 

reports generated in the last 30 days.  

Click on the icon to create a custom item for 

the items not available on GeM 



The custom catalog can be created by using the 

existing custom catalogs in case of previously created.   



The Buyer, here, will have to fill the required fields such as Title, Reference 

price of the catalog, selling unit, related similar categories, upload 

specification & drawing documents and reference images of the catalog 

 

The buyer can choose up to 3 similar product 

categories available on GeM. This information 

will be used for sending direct notifications to 

the sellers for participating in this custom 

catalog based bid. 

  

Click here to save and preview the 

catalogue 



If required, click here to edit the 

catalogue and then click on 

‘Publish’ to publish the catalogue 



The saved but unpublished catalogues can be viewed under the 

‘Pending Custom Catalogues’ tab.  
Pending catalogue can be edited and published anytime. 



From the published custom catalogues, buyer can select the 

catalogue and map with the GeM Availability Report, if required 



After selecting/mapping the custom catalogue, 

click here to proceed 



Fill in consignee details and 

click here to proceed 



Click here to checkout 



Click here to download  the specification document 

associated with the custom catalogue to cross verify 

the requirements.  

 



Select the Bid Duration 
(minimum 10 days and maximum 45 

days) 

Upload CA approval for bid 

duration less than 21 days 



Click here to save 

and proceed 

Click on the undertaking to proceed with 

the custom catalogue based bid 



Read the Terms and Conditions 

carefully and click on the checkbox 

Click here to verify and 

publish the catalogue 





Many times, the Buyers have requirements to define bids for categories which are 

not part of the GeM Category set. Creating a GeM Category Definition may take 

time due to the due diligence and process involved for defining the GeM 

Category. 

 

Therefore, this new functionality has been introduced for buyers for creating 

custom catalog based bid for items not available on GEM. 

Buyers can define Custom Catalogue based Bid based on their needs even when 

product and service category does not exist on GeM. The sellers would participate 

in the Bid based on the requirements defined by the Buyer 

 



Features 

1. The functionality allows Buyers to create a custom catalogue by providing relevant  

information such as Title, reference price, selling unit, specifications, drawing documents, 

reference images, related categories etc for unavailable items post creation of GeM 

Availability Report 

 

2. It allows buyers to bunch 2 or more custom catalogue 

 

3. It allows Sellers to participate and confirm compliance to the Buyer custom catalogue 

requirement. The sellers will be required to create a custom offering for the same and offer 

the same in the Bid. 

 

4. The custom catalogue requirements will be part of the order and the contract.  

 



The functionality will be primarily useful for all buyers for - 

  

1. Procurement of specialized products that are currently not available on GeM 

 

2. Procurement of technical/engineered products that would require detailed specifications,  

       drawings etc. Feature of uploading custom specifications & drawing documents has been  

       provided 

 

3. Procurement of additional/side products that the buyer wants to procure but are not 

available on GeM 

 

4.   Procurement of any one-time service/ bunch of services such as site survey, one-time audit 

service, one-time training etc 

 



Key Highlights 

1. The buyer would be asked to take an undertaking that the procurement of required item is 

not feasible from the items/catalogues available on GeM  

 

2. For custom catalogue based bid, the minimum bid duration is 10 days and maximum is 45 

days 

 

3. All such custom definitions may be considered for defining new categories on GeM later 

 



Open gem.gov.in and click on Login 



Custom Item – Buyer Flow 



Enter User ID and captcha 

and click on ‘Submit’ 



Enter password and click on 

‘Submit’ to continue 



Click on Market and choose “Services” 
from the dropdown. 



Type “Custom” in the search box and 
select “Custom Bid for Services” from the 
recommended options 



Click here to read service 

details document 





Click here to view the purpose 

and guidelines for defining the 

Service Level Agreement 





Update Contract “Start Date 
and End date”. Minimum 
contract duration is 1 month. 



Select Intent of Buying – Bid 

and click on “Select consignees 
to update Delivery location and 

choose consignee 



Quantity to be chosen has to be “1” in all circumstances. Actual quantity to be updated as part off specifications. 



Mention the name for service 

here. This will be published as 

“Title” of the Custom bid. 



Select “Yes” if compliance to 
the mentioned is required. For 

more details, hover over the 

“?” icon. 



Choose relevant offer and click 

“Add to cart” to proceed. 



Click ”Proceed to Checkout” 



Click here to proceed 



Read the notification and select 

”Confirm” to proceed. 



Click on the service to view its specifications 

Click here to proceed 



Review and make 

changes, if required. 

Click on Save to 

proceed. 



Click here to continue 



Click on the service to fill in consignee details 

for that specific service 



Review and then click 

here to continue 



Click here to continue 



Select the Bid Duration 





Bid Life Cycle is the period within which a Buyer has to complete the entire life 

cycle i.e. technical evaluation, financial evaluation and order creation of Bid.  

By default, it is 90 days from the date of Bid publication. 

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.  



Minimum Prices will not be applicable if Bid to RA option is selected 



Please mention duration for technical clarifications from the bidder 



Click here to update Bid Estimated Value. 

It is mandatory to submit a value here. 

Update estimated service value here and 

click on “Save and Proceed” 



Set Contract Duration 



Enter minimum price for the bid 











Buyer can ask EMD and EPBG details, which is allowed only 

if Bid value is greater than 5 Lakhs, though not mandatory.  



If EMD required is selected as ‘Yes’, 
enter the details required 



If  ePBG required is selected as ‘Yes’, 
enter the details required 



Here , ‘No’ has been selected for  both EMD & ePBG 



Select additional Terms & Conditions, as  per requirement 



Select the clauses and click on ‘Add’ to continue 



After selecting the additional Terms & 

Conditions, click on ‘Submit’ to continue 



Click here to read the Terms & Conditions  

and then click on the checkbox 

Click here to receive 

an OTP to verify 

You can download the Bid 

Document from here 



BOQ – Buyer  



 

BOQ - Billing of Quantities 

 

• It was observed that a number of Buyers across Ministries have requirements to Publish larger 

number of items involving detailed Price breakup. Bunching method, though available, would be 

tedious and time consuming for the Buyer. 

 

• To cater larger contracts including EPC-based structured contracts, BOQ-based bidding has 

become the need of the hour. 

 

• BOQ-based bidding has been introduced to enable Buyers to analyze Item-wise Price breakup in 

a larger contract/project. 

 

• Primarily useful for EPC kind of Jobs and other turnkey jobs where the supply of line items to be 

procured are more, however Total Value-wise Evaluation is required and the Job is to be ordered 

to One Seller (L1 -overall). 

 

• This application shall be useful for both Product & Services. Many different type of services 

related to a Project/Job can be clubbed together with respective products. 

 

 

 



Open gem.gov.in and click on Login. 



Enter your User ID and 

captcha and click on ‘Submit’. 



Enter your password and click 

on ‘Submit’ to continue. 



Click on BOQ based 

bidding. 



Click on choose 

consignee. 



Click on Add 

Consignee. 



Actual quantity and deliver location will be there in the BOQ Sheet to be uploaded in the next screen. 

Hence, quantity can be unitary (1) on this page. 

 



Click on Add categories to 

choose related BOQ item 

related categories. 



Buyer shall get to add 3 categories nearest/closest 

to the line items. Notifications shall go to Sellers 

of specified 3 categories, on Tender Publish. 

 



Click on ‘ok’ to 
confirm. 



Buyer uploads detailed BOQ 

specification document in the form of 

PDF File or excel(?). 

. 

 



BOQ format to be filled (Column A-H) and 

uploaded by buyer. 

 



Upload file 



Add item to cart. 

 



Click on proceed to checkout. 

 



Click on Bid to create the bid. 



Click on confirm. 



Click on BOQ to continue. 



Download Specifications and 

BOQ document to verify that 

documents are same as those 

uploaded during earlier stage. 

 



Sample format. 

 



BOQ format to be filled by Buyer - Column A-H. 

 



Click To download the consignee officers details.  

 



Click on ‘choose file’ in the Bid 
creation page to upload the 

‘BOQ final sheet.’ 



Click on save to continue. 



Below given ‘consignee address’ and ‘delivery 
days’ are not to be considered. .Vendor will 

capture actual details from BOQ document. 

Click on save to continue. 



Fill in the bid details 

 



Fill in the bid details 

 



Price variation clause 

to be updated. 

 



‘Compliance to BOQ specs/Supporting documents 'option should be selected by buyer to check for 

deviations, if any, taken by Seller. Option is found under ’Document Required from Seller.’ 
 



Click on save 

 



Click on save after 

selecting the EMD 

& EPBG details 

 



Click on submit after 

selecting the ATC. 

 



Agree to the terms & 

conditions of GeM 

 



Publish the bid after 

OTP verification or 

eSign/DSC 

 







Buyers Bid Awarding 





















NEGOTIATE with L1 SIMILAR 

PROCESS as in Normal Bid flow. 



L1 NEGOTIATION WITH SELLER (Max 5 times buyer can exercise this negotiation 

process-Max time frame allowed for seller to respond 72 hrs). 



Post Submission of Revised/Negotiated Offer Buyer to shall be shown the 

Revised Reduced Total value as below. 



Click on view BOQ 

file. 



Create Order 

and Other 

Process 

Remains 

unchanged. 

Here’s a 
Sample draft 

Contract. 



Price updated by 

the bidder during 

L1 negotiation can 

be viewed by the 

buyer by clicking 

on “view bid 
results.” 





                                       Milestone Based Payment 

• ICT functionality allows buyers to capture prices of Installation, Commissioning & Testing 

separately in Bid to ensure that payments are made according to the milestone completed 

by the seller. Sellers may get a part of their product cost alone on supply and remaining part 

on completion of Installation, Commissioning and Testing. 

  

• The Buyer may only pay a part of the product cost (80%-90% of product cost and 100% of 

GST) on supply of the product as per the process and rest on completion of Installation, 

Commissioning and Testing Milestone 



The ICT functionality is category-specific and the category owner has to enable it from the configuration part 

of CMS. 



Post enabling it, a buyer will get an option of ICT at the time of bid creation. The buyer has to select ICT and 

has to fill in the required details. The screenshot is provided below for your 

reference. Buyer should have an option to specify the % of the product cost payable on delivery of products, 

if the buyer chooses ICT (Installation, Commissioning and Testing). The buyer may choose between 80% to 

90% of the product cost. Remaining product cost will be applicable on completion of ICT. Buyer should 

specify the minimum % of product cost that should be attributable to Installation, Commissioning and 

Testing. This value cannot exceed 20% of the product cost. 

Air Conditioner 

-IS 1391 (1) 



ICT Bid Document would consist of ICT details specified by the buyer. 



ICT Bid Participation: Seller needs to enter price for the product and ICT charges for the same. 

Air Conditioner -IS 1391 

Air Conditioner -IS 1391 



For ICT orders, the users can place their order with Others payment method without blocking any funds. 



Contract pdf will contain list each item option chosen by the Buyer along with L1 prices for Installation, 

Commissioning and Testing. 

Air 

Conditioner 
-IS 1391 

Specification Sub - Specification value 

CAPACITY / GENERIC 

Type of Air conditioner High wall Split AC 

Technology of AC Inverter (Variable Speed) 

Nominal cooling capacity in Ton / (kcal/hr) 1.5 Ton +/- 10% 

Coil Material Copper 

CONFORMITY / CERTIFICATION 
BEE Star Rating 5 

Conformity to Indian Standard IS 1391 latest 

WARRANTY 
Warranty on Machine 2 year 

Warranty on Compressor 10 year 

Air Conditioner -IS 1391 



Seller can generate separate invoice for installation, commissioning and testing and similarly for Other 

Incidentals. 

ICT Charges for Air conditioner- IS 1391



Consignee must be able to generate the PRC/ CRAC against the invoices generated by seller for installation, 

commissioning and testing and similarly for Other Incidentals. 



The product bill item will carry a payable amount based on the Milestone rule (80%-90% of product cost 

without GST and 100% GST) and track the balance amount. 

Air Conditioner 

– IS 13912 

Air Conditioner 

– IS 13912 



Seller will get an option to request for pending payment against the product invoice. 



Consignee must be able to 'Approve' / 'Reject' the 'Request for ICT payment' initiated by the seller. 





• For high volume procurements, it becomes important for buyers to allow part quantity 

bidding and to split the order into multiple sellers to fulfill the procurement needs. 

 

• The capacity based bidding or part quantity bidding will be enabled by the buyer and 

hence will be a buyer defined feature. This will be applicable across all types of 

categories. 

 

• Currently services will be out of scope and this feature will be enabled only for goods. 

 

• If items are bunched, part quantity bidding will be applicable only for item wise and 

item wise consignee wise type evaluation. 

 

                                 Brief introduction to Capacity Based Bidding 



Open gem.gov.in and click on Login. 



Enter your User ID and 

captcha and click on ‘Submit.’ 



Enter your password and click 

on ‘Submit’ to continue. 



• Buyer after login, have to create a bid as per the existing flow. 

 

• Buyer may refer to the Bid creation process, by accessing the following link 

https://gem.gov.in/training/training_module. 

 

• Buyer must reaches the Splitting stage , while creating the Bid. 

 

                                                                    Process 

https://gem.gov.in/training/training_module
https://gem.gov.in/training/training_module


Buyer may select yes or no as 

per the requirement, for part 

quantity bidding. 



Select ‘Yes’ to allow part 
quantity bidding. 



If ‘Yes’ is selected, buyer is 
prompted for item wise minimum 

quantity/capacity from seller. Click 

on ‘SAVE’ to continue. 



Sample Bid document, containing 

Part Quantity Bidding Allowed 

clause. 



                     Next screen will showcase the seller participation. 



During participation seller is prompted to 

answer ‘Maximum offer quantity that you 
can supply within delivery period’? Values 
lower than the requested capacity will not be 

allowed. Click on ’SAVE’ to continue. 



 Seller may upload any capacity 

related documents asked by buyer 

in ATC by clicking on choose ‘file’. 
Click on SAVE to 

continue. 



              Next screen will showcase Buyers Bid Evaluation Screen. 



Buyer can view seller 

capacity/offered quantity related 

details after financial bid opening. 



Buyer sends requests for price match. Buyer should keep in 

mind minimum capacity requirement of bid and declared 

capacity by seller during participation while deciding min 

and max %. Though, he can make changes during actual 

allocation. 



Sellers to match the price 

of L1 have to click on 

Accept L1 price. 



This is a Quantity allocation screen. Buyer can not allocate quantities 

higher than the maximum offered quantity/capacity of the seller. Buyer 

can allocate lower than the offered quantity/capacity. However, in this 

case buyer will be required to input the reason for the same. 

 





Pre-requisites: 

1. DA Office Zone name 

2. Primary user for the DA office Zone 

3. DA Buyer (Secondary Buyer) for the DA office zone 

Steps to register a Demand Aggregator: 

1. Primary user (HOD) creates account as per current process for DA office Zone (to be made Demand Aggregation office). The office Zone 

nomenclature should be “DA -<Office Zone Name>”. 

2. Post Primary user registration, the Primary user can invite and add secondary users into his organization/office zone as per the current 

process on GeM. 

3. The Organization requesting for Demand Aggregation shares an email with subject line “Demand Aggregator creation” with GeM 
consisting of the User ID’s for Primary user, Secondary user (DA Buyer) and Organization Hierarchy till office zone level, to be made 

Demand Aggregator. 

4. GeM informs the respective organization by responding on the same mail about the successful Demand Aggregator creation. 

Post successful tagging of Demand Aggregator, buyers would be able to create and publish DA demands centrally and other secondary 

buyers from other zones would be able to place indents on the specific DA demand. 

 

Note: Email id & User id for primary user needs to be unique. System does not allow the user to register using the same email id if the email id 

is already registered.  

Special Case: In case a demand Aggregator (Primary User) already has an account in GeM with a particular email-id, then he can create a 

second account for Demand Aggregation by creating and using a GeMBuyer email ID. 

Registration- DA aggregator account 



Demand Aggregation is  a Government e Marketplace (GeM) initiative as per the directions of Cabinet Secretariat 

to procure commonly used goods by multiple Buyers in a Department or Multiple Departments with the same 

Ministry/State.    

Overview 

DA - Demand Creation 



Post Login, DA Buyer can go to the Marketplace to select the product for placing a DA Bid. 



Click here to 

proceed. 

DA buyer search for the right product by selecting the associated Golden Parameters and starts 

creating a DA Demand. 



After successfully 

adding the required 

product into the cart, 

click proceed to 

checkout. 



On clicking “proceed to Checkout, a DA demand is created “In Draft 
Mode”. 
 

All Secondary Buyers under the same Ministry (as the DA Buyer) 

would now be able to see the DA Demand under there DA 

Dashboard. 

 

Buyers can also check the product specification against which the DA 

Demand has been drafted but would not be able to place any indent. 

 



 

To process the 

demand further, 

click here. 



 

 

Enter the End Date for 

creation of Indent from 

secondary buyers. 

Click here to Publish 

the Demand. 



. 

 

Once the Demand is published all buyers under the same ministry/state (as DA Buyer) would 

be able to create indents for the Published DA Demand. 



The Dashboard view:  The 

Status of DA Demand is now 

“Published”. 



Demand Aggregation is  a Government e Marketplace (GeM) initiative as per the directions of Cabinet Secretariat 

to procure commonly used goods by multiple Buyers in a Department or Multiple Departments with the same 

Ministry/State.    

Overview 

Buyer Indent Creation 



Secondary Buyer Login 



. 

All Secondary Buyers under the same Ministry/State (as the DA Buyer) would be able to view 

and create Indents against the DA Demand from the GeM Dashboard by clicking on the DA 

Demand link.  

Click here to create Indent. 



The Buyer must create indent by providing the Consignee details – State, Delivery Location and 

Quantity. 



Once the Consignee is assigned, the buyer can submit the indent by 

pressing ‘Submit’. 
The Buyer can further change the indent as many times by pressing 

Edit Consignee option. 

Click on save. 



The Buyer can also view his DA dashboard and anytime place an 

indent (as per the End Date of the DA Demand). 



Demand Aggregation is  a Government e Marketplace (GeM) initiative as per the directions of Cabinet Secretariat 

to procure commonly used goods by multiple Buyers in a Department or Multiple Departments with the same 

Ministry/State.    

Overview 

DA Buyer - Bid Placement 



DA Buyer Login 



Post the Demand end date, DA buyer needs to login and close the demand for further indents. 

Click here to Close the 

Demand. 

Click here to View and 

evaluate the received 

indents.  



DA Buyer to evaluate and accept or reject the indent received. A valid reason to be furnished 

for any rejection. 

Click here to approve. 



Click on place Bid to proceed. 



Click here to 

continue. 

Consignee details are displayed 

here. 



DA Buyer Selects ATC 

and click on Submit. 



BID created Successfully. 



DA Buyer Demand Creation Flow 



Post the Bid end date, 

DA buyer to open bid to 

process and create 

demands. 

Click here to Process. 



DA Buyer can view the 

Demand Aggregate Breakup by 

clicking on the CTA. 



Demand Aggregate Break-up Pop 

up details. 



DA Buyer can now create order and is redirected to 

his respective DA Dashboard. This completes his 

journey in the current DA flow. 



Secondary Buyer Contract Creation Flow 



Secondary Buyers whose indents were approved will now be able to see respective Demands 

created under the “Demand Section” on dashboard for the indents they created and further 
create Contracts. 

Click here to create contract. 



Mention the updated quantity 

here. 

Secondary Buyers Pre-Contract Screen. You can 

choose to amend the final order quantity as per the 

allowed amendments.   

Click here to update and submit 

final order. 



Contract created and order placed 

Successfully. 
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