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GO TO HOME PAGE OF CPP PORTAL WITH 
URL -http://eprocure.gov.in 

Click on eProcure



Tender Creator
logs in using login 
ID and Password.



Click Run
Select Checkbox



Click for Login 
Button using DSC

Physically  insert the eToken/Smartcard containing DSC into 
the system before clicking on Login Button. When prompted 

enter the DSC PIN also.



Enter Dsc 
Password

Click Ok



Role Based (Procurement Officer Admin(Creator)/ 
Publisher/ Opener / Evaluator) Dashboard will appear.

Click On ‘Create Tender/Tender List’ 
to Start Tender Creation Process / 

Edit the Existing Tenders



Latest 20 Tenders Published 
will be displayed here 

Delete option means, Tender 
is in Creation Stage

No delete option means, 
Tender has been Published



Click on this tab to 
Create a New Tender



Add Cover 

Details

Upload NIT 

document

Enter Basic 

Details



Fill Tender 
Reference 

Number (Can be 
the file number) 



Select 
Tender 
type



Select Form of 

Contract



Number of covers Department desires to get bid document from the 
Bidder. It could be done in the following ways: 

1 -- (fee + pre qualification + technical bid + financial bid) 

2 -- (fee + pre qualification + technical bid) / (financial bid) 

3 -- (fee) / (pre qualification + technical bid) / (financial bid)

4 -- (fee) / (pre qualification) / (technical bid) / (financial bid) 

Select No 
of Cover



Select 
Tender 
Category

Tender category: Refers to type of category the tender falls in

Goods - Any Tender pertaining to supply / purchase of Goods 

Services – Service oriented tenders  

Works – Relating to carrying out of various categories of work..



Select 
Account 
Type Head

NOTE:-

Account type head: Refers to the type of account head the tender falls in. It could be:

• State Govt. Funded  
• Central Govt. Funded  
• Any Other head



NOTE:-

It is always suggested to Select 2 off 4 Bid Opener
2 off 4: Four Bid Openers  to be configured and any two can decrypt the Bid.

Select No 
of Bid 
Opener



Select 
Multicurrency 
for BOQ



Multi Currency for BOQ: 
Select Currency Type as 
applicable in the Tender 



Optional: Enter 
currency 
Conversion Rates 
in INR



Enter currency 
Conversion 
Rates in INR

Select Uncheck 
to get Price Bid 
in INR only 



Click on Next



Click this icon to Add Contents 
to the First Cover/Packet

NOTE:-

In  Cover/Packet Details, documents along with its type that are to be 
received from the Bidders has to be entered here.



Add Document 
Description



Select Document 
Type



Click on Save to 
add



To Edit document 
description/type, click 

here
List of documents added 

in  the first cover



Edit Document 
Description 

Click on Save 
to add



List of Revised documents 
added in first cover



Add Document 
Description



Select Document 
Type



Click on Save to 
add





Delete the respective 
document in first cover



Click on Ok



Confirmation Message



Add Document 
Description



Select Document 
Type



Click on Save to 
add





Add Document 
Description



Select Document 
Type



Click on Save to 
add





Add Document 
Description



Select Document 
Type



Click on Save to 
add



List of documents added 
in first cover Click on Next Button



Click this icon to add 
Financial Documents



Add document 
description



Select Document 
Type

NOTE:-

If .xls is chosen, the System template must be used for 

getting price quotes from bidders.

Click Save to add



Select Document 
Type

Click Save to add



List of documents added 
in Second cover



No. of Documents 
added in each Covers



Click Upload to add NIT

NOTE:-

NIT is Notice Inviting Tender – This is a document which informs about the 
details of the tender in a concise way/Brief of the Tender document/Short 
summary of Tender document



Upload NIT document

Enter Description 
of NIT



Click open to 
select the file

Select NIT 
document from 

computer in .PDF
format



Click to digitally  
sign the file



Click OK



Click Save to continue



Click the ‘Verify’ link and validate 
the document to ensure that the 
correct document is uploaded



Click on Save 
Button

To View the NIT 
Document 

To View Signing 
Certificate details





Click on Save

Check to confirm 
verification



Click on Next

Status Changed 
to Verified



‘Tender Fee/ EMD  
Details’ as applicable

‘Critical Dates’ 
of tender are  
entered here

‘Work/ Item 
Details’ of the 

tender

Documents that are to be supplied to 
bidders by the department  like the 

Tender Document, Price Bid and 
Additional Documents

Select ion of 
Bid Openers’

‘Other Important 
Documents’ from Bidder 

Storage /Space



Fill Work/Item 
Description Details

* Mandatory Fields

Fill the Tender Title 

Details

Fill the Pre 

Qualification 

Details



Select Product 
category, if 

Miscellaneous is 
chosen enter Product 

Subcategory

Note:
If Product Category option doesn’t display your Product Category then 
in that case you are advised to get it added by mailing your requirement 
to  cppp-nic@nic.in



Select 
Contract 

type



Fill 

Estimated 

Value of 

Tender

Tender Value: Estimated value should be Zero and above



Select Bid 

Validity days



Fill Calendar 

Completion Days: 

Bidder has to complete 

the order with in these 

days after Award of 
Contract.



Select Yes for General 
Technical Evaluation 
Otherwise Select No

Enter delivery location 

detail and Pin code. 



Fill Pre-
Bid 

Meeting  
Informat

ion

Enter Bid 

Opening 

Place



Select 
Tenderer/Bidder 
class





Select Yes for Item wise 
Evaluation Otherwise Select No

Fill Inviting 
Officer, Inviting 
Officer  Address  
Details 



Click on Next



Add Fee details



Select Not Applicable 
in case of no tender 

Fee & EMD

In CPPP payment mode is still offline



Enter Tender Fee and 

its exemption here.



Enter EMD  

details

Enter Tender Fee 

Payable To and 

Tender Fee 

Payable At



To get EMD in 
Percentage, 

Select on 
Percentage, 
Otherwise 

select fixed.

Enter  EMD in 

Percentage(%)



EMD Amount to 

be paid after 

Exemption



Select Offline 

Instruments.

Select Exemption 

Type

Enter EMD Fee 

Payable To Tender 

Fee Payable At



Select 
Multicurrency 

for Fee



If Tender  is 
Global then 

Select 
Multicurrency 
for  Fee/EMD

Enter Conversion 
rate. System 

would 
automatically 

displays Tender 
Fee, EMD Fee



Click on 
next button



Enter Critical 

Dates

Date/Time at which this 
tender  would  be published 
on the website

Date /Time  for downloading 
of  tender documents

Date /Time  for submission of 
bids online.

Date /Time till which the 
bidders can submit/resubmit 
their bid

Date /Time at which the bids 
will be opened

Date/Time period during 
which bidders can ask for any 
Clarification  online 



Select 
Publishing  
Date



Time should be 
between 9 AM to 

6 PM.





For receiving 

online clarification  

through system

Click on Next



Select the Department users 
who will Open the Bids. To add 
more bid openers, Go to Org 

Hierarchy Master 
Click on Submit to 
Proceed further



Click on Upload 
button to Add 

Document





Select the relevant 
Document Type to 

be uploaded



Enter 

Description

Click on Icon to Select 

document from local 

computer



Select document 

from local computer

Click Open Button



Click on Icon to 

digitally sign the 

document using DSC



Click on Ok 

Button

Enter Your DSC pin



Click on Ok Button



Click on Save Button



Click on Upload 

Button



Select the relevant 
Document Type to 

be uploaded

Click on Icon to Select 

document from local 

computer

NOTE:-

If BOQ is chosen it means System template is used



Enter Description

Click on Icon to Select 

document from local 

computer



Select BOQ from 

local computer

Click Open



Click on Icon to 

digitally sign the 

document using DSC





Click on 

Ok



Click on Save



Click on Upload 

Button



Select Document Type



Fill Document 

Description



Select document 

from local 

computer

Click Open Button



Click on Icon to 

digitally sign the 

document using DSC





Click on Ok



Click on Save



Click on Upload 

Button



Select Document Type



Fill Document 

Description 



Select document 

from local computer



Click on Icon to 

digitally sign the 

document using DSC



Click Open Button



Click Save



Click to verify 

document



Select 

checkbox

Click on Save



Status Change 

to Verified

Click to verify 

document



Click here to 

check the BOQ



Confirm Message 
of Compile BOQ

Click here to view 
the document



Save the file on 

local computer







Check to confirm 
verification Click on 

Save Button



List of documents 
uploaded

Status changed 

to verifiedClick to verify 

document



Select 

checkbox

Click on Save



Status changed 

to verified

Click to verify 

document



Save file to the local 

computer 

Click here to view 

the file



Click on Save

Select checkbox



Status changed 
to verified



Documents that are stored in the Bidder Storage Space (OID) 
can be obtained as part of cover contents by selecting those 

documents.



Click on Next 

Button

Click to Select 

OID document



To edit cover 

details, click here



To edit NIT details, 

click here

To edit Item/Work 

details, click here



Click on 

Publish Tender

System Generated 

Tender ID

NOTE:- Please save Tender ID for future 

Reference



Click this icon to view the 

tender details/Publish







Click to view 

the documents



Click on ‘Publish Tender’ 
Button to Publish the 

Tender

Click to go 
Back



Confirmation 

message



Click view against 

corresponding tender 

Click on ‘Published 
Tender’ Button to View 

published Tender









Click to go 
Back



Latest Active Tenders Scrolling on the 

Home Page



END OF TENDER CREATION AND PUBLISHING

 For any technical related queries please call at 24 x 7 Help Desk Number 

0120-4200462, 0120-4001002, 0120-4001005,0120-6277787. 
International Bidders are requested to prefix 91 as country code. 

 Note- Bidders are requested to kindly mention the URL of the Portal and 
Tender Id in the subject while emailing any issue along with the Contact 
details. For any issues/ clarifications relating to the tender(s) published 
kindly contact the respective Tender Inviting Authority. Any further 
queries can be clarified through… 

Mail – support-eproc@nic.in

 Phone – 24 x 7 Help Desk Number 

0120-4200462, 0120-4001002, 0120-4001005, 0120-6277787

T H A N K      Y O U 
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