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D Employee Aadhar Number
F Mobile Number linked with Aadhar (Employee willget OTp on this number)
> Email lD should be www.qov,in or www.nic.in domain only.

PRIMARY USER REGISTRATTON :-
Visit https://www.sem.cov.in/ and click on Sign up button.
Enter the Aadhar Number and Mobire Number rinked with Aadhar and crick on ,,verifv 

Aadhar,,
Select details from the dropdown list for the fields:-

> Organisation Type (CentraUState/pSU/etc,)

> Ministry

> Department

) Organisation

'>. Office/Zone.

Please enter the qm€il lD (www,sov.in,or u 
^&.dqh 

domain only). Then cligk on send orp buttrrn.
. Enter fhe OTP received by mail to verify the email account.

. Create a user lD preferably based on the primary User's designation.

. Create a password for the account. JPassword should contain at least one small alphabet,
one capital alphabet, one numeral and one special character).

. Click on "Create Account". Then click on 'Tell us about your Organisation - GO HERE'.

. After that, need to fill the organisaiion address.

. select the Payment method (others/5cPA).

. Bank account details of the buyer need to be filled in but if the p;yment mode is "Others",
then it can be skipped.

. Fill the personal information details of the Primary User.

Please enter the Verifying Authority Details. He/She can be anybody from the organisation whose

desi8nation matches that of the Primary User or can also be one lever upper or one level lower. The

email lD of this person should be only @gov.in or @nic.in.

SECONDARY USER REGISTRATION :.

Primary user has to login in their account and click on "Users". After that, click on "ADD SECONDARY

USER5".

Click on "Divisions". After that, click on "NEW DlVlSlON" and then enter the details for the New
Divisions.

NOTE: - PRIMARY USER CAN ADD MUTIPI-E USERS AND CAN ADD DIVISIONS ACCORDINGtY.

TO ADD USER - CLICK ON NEW USER. Then enter the required details of the Secondary Users.

The same process needs to be followed for the addition of BUYERS/CONSIGNEE/PAO.

SECONDARY USER ACCOUNT ACTIVATION :-

Secondary user will receive a verification link on their email account. When the secondary user clicks

on that verify link, he/she will be guided to the GeM page.



Secondary user will enter their Adhaar and mobile number that is linked with Adhaar and verify with

OTP.

He/sheneedstocreateUserIDandpasswordfortheiraccount.Afterthat,theyneedtoentertheir
Dersonal information and also they can "GENERATE KEY" for future Bid, Encryption. Now the

Secondary User is Activated

BUYER PROCUREMENT PROCESS:-

Type of Buying: i) Direct Purchase - Rs. 0 to Rs. 50000

i0 L1l Bidding/RA - Rs.50001 to Rs. 30 lac

iii) Bidding/RA - Above Rs. 30 lac

NOIE: lt is mandatory that for L1/Bidding/RA, comparison of products from atleast three different

Original Equipment Manufacturer (OEMs) needs t0 be done

select the product to be purchased and fAdd To cart" any product of your choicg. we can hold the

product in the cart for maximum 10 days.

After that, clicking on "Proceed To Checkout", 3 options rarill be shown, i.e' Direct

Purchase/Bidding/RA. After clicking on continue, GeM will generate the Demand. By verifying oTP,

the contract can be generated. You can check the Senerated contract under the "Order" tab.

CONSIGNEE PROCESST

a* ,- t.rrct^""s are delivered, the consignee will have to generate the CRAC (Consignee

Receifit and Acceptance Certificate) by entering the following details:-

> Date of Delivery
> quantity Delivered
2 Number of ltems Accepted
> Number of ltems Reiected

NOTE: Within 10 days of item delivery, CRAC will have to be generatec.

PAYMENT PROCESS:-

The Paying Authority will have to login and process the bill for the order.

Payment Usint Others: After generation of CRAC payment can be done by any of the offline mode
like NEFT, Demand Draft, etc and same will confirmed from the buyers end.

Payment Using SGPA: Principal Secretary of every MoU signed state will open a GeM pool account
with the MoU signed Bank. In Bihar SGPA has been opened in lClCl Bank.

While registration of the Primary User, he/she needs to select the payment mode as SGPA along

with the state name.

Post L1 bidder selection/ ldentification of seller on ceM portal, the buyer wriuld know the amount

to pay. Before proceeding further, buyer needs to fund SGPA. To do that, he needs to click upon

"Payment Advice Mandate" option first.



On clicking the "Payment Advice Mandate,, tab, Buyer would be redirected on Bank,s page,
wh€reby he would have to fill the treasury head details as per the pre approved payment Advice
Mandate format.

The list of values, specific to the DDO, will be available to the DDO in the drop down list.

DDo selects the appropriate budget head details from the list and clicks to continue. The payment

Advice Mandate gets saved and ready for printout.

Buyer/DDO will take a print out of the filled payment Advice Mandate and submit it to treasurv
along with the treasury bills for the order. Treasury will fund the sGpA, against the unique bid
reference number.

The paymeits will be received in the sGpA against the particular bid reference number/order
reference number.

Aftgr receiving the payment from the treasury, Buyer/DDO will again login the GeM portal and
finalises the payment.

The seller vrill despatch the 6oods to the buyer's/consignee address.

After receiving the Goods, Consignee will verify the items and generates the CRAC by logging in the
GeM portal. This.activity has to be mandatorily completed by consignee within ten days of receipt

of Goods.

lf the Consignee fails to generate CRAC within 10 days of receipt of coods, 80% of the order value

will be automatically transferred to the seller's account.

The consignee will have to generate the CRAC in the next 30 days of the receipt of goods (i.e.

T+10+30, T being the date of receipt of'goods). Failing this, remaining 20% of the order value will be

automaticallv transferred to the seller's account.

The consignee will have the three options with him while generating CRAC:

r' Accept the delivery in full

r' Partially acceptthe delivery, mention the quantity rejected with reasons

/ Fully reject the delivery with reasons

The seller will arrange for taking back the rejeded goods.

DDOS and the primary users will get a detailed report from the GeM portal against the orders/bids

placed and protessed.

<<<<< THEEND >>>>>
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{f r*rcr Eank . .

Ref : lClCt/pAT/ZOIKR/20 tz-tB/1025

The Jt. Secfelary
|.tnance Deparlment.
uovernnrent of Bihar
Old Secrerariat, patna_ 800 0tS, Bihdr

V.',W*
ij\\Bea' sir,

' Please accept Greetings from lclcl gank.

At lhe outset, we wish to thank you for giving un rn oppo.tunity to provide banking servicesto your esteemed organisation.

We have opened followino rs.r" is giu"n tt"il"*""'v 
dccourt lor the-implementation ct GeM and lhe details of the

Name of Aiiouii--_-_--
STATE GEM POOL ACCOUNT
BIHAB

Account Number Acc. type IFSC Code

040405006605 Currenl Accounl
{Non-Operative)

1ctc0000404

The above mentioned account I

y13.]1y2;"i jils;;.ffi ffi Jr".r,r!,:?T;.r.i."ffi ilil.jx;:1.:3"iffi il.il;l;.
;::,""rf#.j#,iJ;r€udser controile, cm c.prrv-i""r"oi, , rinu"." Deparrment ,

;H:::il;i"r"t 
is a non-operative currenl abcounr and no chequebook has been issued

y;l?:l'1"#1iJ:,:?T,:::ffLl;T'J?'Hil:: thrs rerationship and assure you thar we

Warm regards,'g-y9t
Shakti Singh
Chief Manager
Government Banking Grouo
lclCl Bank Lrd, Zonul Offi"", p.tnu
Mob:8294634673

tclct Bank t imited
. Zonal Omce, ptor No- 68, Regd. (*:JsT;*:l';;;"";;.M.*, ll'" 'ii.!ltlT!,bf3;: ."'^" .'"'",

parna_- soooir. *5.o,iJffiHl8iuunr..on' corr. orice : LctCr-i,!{r-io-uiJl", euno,a.ru,r"

"""= 
lomplex' Mumbai40005r' lndil

patna - aoo ooo.-Bihai-

, Scanned by Camscanner

Dale: March 14, 2018



5ub Ma.jor head:
Minor head:

Major h0ad:

5ub head:

Bcneficiary Name:
Beneficiary Account No.
Beneficiary Bank:
Beneficiary IFSC Code:
Amount:
Date:
Time:
DDO Code:

DDO Designation:
Buyer Dept Code:
Buyer Dept Name:
Ilid Reference No:
Product Category:
Product l.larne:
No. of Units:

Treasury Code:
DDO Code:

Bank Code:
Bill Code:

GOW EMARKET PLACE EIHAR
BtHRDDO126202

lClCl Bank Ltd
tc1c0000104

Object Codc:

DD/MM/YYYY
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