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1. Brief introduction to what is order processing, CRAC generation 

etc. 

2. Who can generate CRACs etc. (only consignees) 

3. Post delivery, the consignee assigned to the order needs to 

acknowledge delivery and accept consignment by generating a 

CRAC document online. 

4. CRAC is consignee receipt and acceptance certificate. Any 

rejection and its reason needs to be mentioned here. 

 

                  OVERVIEW 



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 



After logging in as a consignee you will 

view your home screen. Click here to 

view your Dashboard 



Click on ‘Product Order’ and 
select “All Contracts” 



You can view your contract 

details here 

Click here to Process Order 



Click here to proceed 

Here you can view your 

consignment details 

Click here to download 

invoice 



Enter the received quantity, 

delivered date, goods receipt 

voucher no. And voucher date 

Click here to proceed 



Click here to proceed 



Enter the quantity accepted 

Click here to continue 



If inspection mode is professional, 

provide these details 

Select the mode of inspection 



The accepted and rejected quantities are 

displayed here. 

The reason for rejection is to be mentioned here. 
Here the mode of 

inspection is ‘Self’ 

Click here to proceed 



Verify all the details provided. Click 

on ‘Edit’ to modify, if required 

Click here to verify 



Enter the OTP to complete verification 



The CRAC has been generated. 

Click here to download 



The Order is now eligible for 

payment 



To draft the final bill, user 

would need to select “Buyer 
View” 



To process the order “Buyer” 
needs to go to the “Dashboard” 
and then click on Bills and choose 

“Process Bill” option from the 
dropdown 



Click on Show Bills 



Click on Process Bills 



Scroll down and click to 

process bill to add the 

deductions 



Click on “YES” to impose 
deduction and “Add Deduction” 
to deduct multiple amounts. 



Buyer will be able to apply LD charges 

with all other deductions as shown below. 



If Deductions are not 

required click on “No” 

Click on Save Draft Bill 
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Open gem.gov.in and click on Login 

30 



Enter your User ID and 

captcha and click on ‘Submit’ 

31 



Enter your password and click 

on ‘Submit’ to continue 
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Click here to proceed 
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Click on ‘Manage Posts’ to see 
the list of users 
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From the list of users, select the user you want 

to deactivate/ transfer 
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Click ‘Ok’ to confirm deactivation/ transfer 
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On successful deactivation, the status of the 

user is updated as ‘Inactive’ 
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Click here to proceed 
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Select the post which was 

deactivated 
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Enter the Email id of the user you 

want to transfer the account to  
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On clicking on ‘submit’ the 
activation link is sent to the user 
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• This document covers the step by step guide for the utility which enables the Buyers and PAO/DDO to update their pending payments in 

bulk. This would be applicable for –  

                                      1. Shipments where the payments are not in initiated or closed state . 

                                      2. Product orders created before 01st April 2020.  

 

• There are primarily 2 cases covered –  

                                       1. Shipments where invoice is generated by the seller and CRAC is done, but payment is pending. 

                                       2. Shipments where invoice is generated by the seller, but PRC or CRAC may or may not be done.PVC(Price Variation 

Clause) is 

Bulk update overview 



First Scenario - For shipments where  Invoice is generated 

by the seller and CRAC is done. 



Open gem.gov.in and click on Login. 



Enter your User ID and 

captcha and click on ‘Submit’. 



Type in your password and 

click on ‘Submit’. 



After logging in click on  ‘Dashboard’ to 
proceed further. 



Click on “Bills” and select 
“BULK UPDATE OF BILLS” 
from the dropdown. 



User will be redirected to the screen from where they can download the CSV file to view the 

eligible orders for Bulk Payment.  



On the CSV file, the buyer would need to update the CRAC Date, Payable Amount & 

Deductions, if any. 



User can upload the updated CSV file by clicking on CHOOSE FILE and then click on “Verify 
with OTP and Process. 



Click here to generate OTP to 

further process the file. 



Enter the OTP and click here 

to verify. 



Upon OTP verification, the uploaded file would be processed and its status would be 

displayed. If the file is not processed completely, “Partially Complete” would appear under 
status and reason will be mentioned under “Processing Errors” field.  



Second Scenario - For shipments where Invoice is 

generated ,but PRC or CRAC may or may not be done. 



Click on BULK UPDATE 

OF BILLS WITHOUT CRAC, 

which is available under 

BILLS dropdown. 



User can upload the updated CSV file by 

clicking on CHOOSE FILE. 



Upon uploading 

the file, the user 

can verify the OTP 

to proceed. 



Upon OTP verification, the 

uploaded file would be 

processed and its status would 

be displayed. 





 

#.How can a consignee see which orders have been placed by the buyer against 

which supplies will reach to that particular consignee. 

Ans: Consignee has to login from his account by entering his own credentials and 

check which order has been placed. Similarly Consignee will be notified via sms and 

email as well. 

 

#.How can any consignee see the status of invoice or dispatch of material by the 

seller against any order. 

Ans: While creating CRAC ,Consignee will be able to view and download Invoice. 

Also he has to coordinate with the Buyer for the status. 

 

#.How to generate PRC, Provisions of auto PRC. 

Ans: Once Product Delivery is completed, and then consignee has to create a PRC 

within 48 hours. If consignee doesn’t create PRC within 48 hours, Consignee will be 
receiving an email for 2 more days extension of PRC creation or else system will 

create auto PRC. 

 



 

#.Online procedure to Accept/ Partial qty. accept / Reject the material. 

Ans: Consignee will be able to create CRAC for invoice which is been already created by 

Seller. 

If seller has created partial invoice ,then system will allow consignee to create multiple 

CRAC. 

  

#.How to generate CRAC in GeM, Provisions of auto CRAC. 

Ans: Once PRC is created, Consignee will get  10 days of period to create CRAC. If 

Consignee fails to create CRAC within 10 days ,then Consignee will get more 48 hours 

to create/edit Consignee or else it will be auto created by system. 

 

#.System generated messages and alerts for consignees- where to see and how to 

respond. 

Ans: For alerts Consignee has to login from his Gem account, then Blue color 

Notification screen will be visible to check out Alerts. 

Also he will be notified via SMS. 

 



Kindly find the below link on Gem portal for Training learning material in the form of   Videos 

and PDF in downloadable form: 

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

 

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


https://lms.gem.gov.in/participation/index 

https://lms.gem.gov.in/participation/index


1-800-102-3436 

1-800-419-3436 

Monday to Saturday 

08:00 AM to 08:00 PM 

helpdesk-gem@gov.in Through the GeM Portal 
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GeM Support – Channels to Assist You 

Need help? 

24 x 7 Assistant 
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