
Welcome to the Step By Step 

Guide on 

Tender Creation and Tender 

Publishing



Step-1: Logging into the System

• You should have a Valid eMail ID as the login
ID of the system to publish a tender in this
system.

• You should also posses the valid password for 
this Login ID. 

• Once you log on, the main page that gets 
displayed is the Dash Board and on the left 
side the relevant menu items are displayed

• Click on Tender List to see the list of tenders



User Login with Loginid

and Password



Click here to 

Create Tender



Click here to 

Create a new Tender



Step-2: Creating Basic Details

• Basic Tender details such as the type of
tender and relevant details to be filled up.

• The system facilitates creation of Single / Two
/ Three / Four cover. Select the number of
covers and the description for these covers.

• The basic Notice Inviting Tender (NIT)
document is to be uploaded.

• The Uploaded document is verified for
correctness.

• This step completes the basic Tender creation
details



The user has to enter 

the Basic Details for a 

Tender



Cover Details :

Number of covers 

selected is 2



The user has to enter 

the 1st cover contents 

for the Tender





The user has to enter 

the 2nd cover contents 

for the Tender



Uploading the 

Notice Inviting Tender



Uploaded files have to 

be verified



NIT document can 

be verified by 

clicking the 

notice.pdf 



Click next to add the 

Work / Item details



Click Add New for 

entering the Work/ 

Item details



Step-3: Creating Tender Work/Item Details

• After entering the Basic Work/Item details on

the first screen, Next can be pressed

• The Fee and Earnest Money Deposit (EMD)

particulars, as applicable, to be entered.

• The Critical Dates relating to the tenders to

be specified.

• Click next on Bid Openers screen

• Click to select and add Tender documents,

BoQ etc., and Verify the documents.



The user has to enter 

1. Work/ Item Details

2. Fee Details

3. Critical Dates

4. Work/Item Documents



The user has to enter 

the basic details for the 

Work/Item of the 

Tender



The user has to enter 

the Fee details for the 

Work/Item of the 

Tender



The user has to fill  the 

critical date details for 

the Work/Item of the 

Tender





Click Upload to add  

1. Schedule

2. Additional Tender 

documents

3. Drawings /Sketches

for the Work/ Item



The user uploading 

Schedule (BoQ.xls) for 

the Work/Item of the 

Tender



Uploaded files have to 

be verified











Step-4: Publishing the Tender

• Click on Publish Tenders button on the left

side.

• The Tender created will be ready for

publishing. Click on View to view the tender

• View and Verify the tender details.

• Click on Publish to publish the tender.



Publish the tender



List of Tenders ready 

for Publishing



The Publisher  can 

verify all the details of 

the tender before 

publishing



Publish the tender



The tender published successfully. The 

tender will scroll in the Home page of the 

portal on Published Date and Time




