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1. Introduction & Mode  of Operation 
 

This guide is intended for the vendor personnel who wish to participate for online Tenders. All  activities 

related to bidding would be carried out online. Tender Notices that are put up online can be viewed by vendors to bid. 

All tender related activities from buyers & vendors follows a schedule, which stipulates the start & expiry time of 

each stage involved in procurement cycle of the respective tenders. 

 
 
 
 
 
 

2. Purpose 
 

The State Government of Haryana has issued a Government Order (GO) No. 5/1/2014-4IB-II on dated 

11.02.2014 regarding implementation of eProcurement system through single Web portal for the State 

Government and its agencies for procurement of all Goods & Stores, Works and Services. This product is 

extensively used by the Government officials and contractors to enhance the transparency, uniformity & 

efficiency in the day to day procurement process. 

 
 
 
 
 
 

3. Web Site 
 
 

All Online activities related to eProcurement can be carried out on the web site. Please add the URL 

https://haryanaeprocurement.gov.in to your favorites list. It is assumed that vendor personnel know how to 

use a PC and access websites on the Internet. The first page that you will see is the ‘Home Page’. 



4. Access to Home page 
 

Open browser and type website address https://haryanaeprocurement.gov.in  in the address bar and click Go 
to access the Home Page. 
 

 

 
 
 
 

5. Vendor / Supplier Registration 
 
 

 
 
Bidder must required to create a login ID and password on the e-Procurement portal by providing the 
basic information. Signup on the portal is free. Bidder has to create the login account for participating 
online e-Tender. After filling up all the required details carefully, bidder has to click on Submit button in 
order to complete the Sign up process. The registration will be auto approved by the system and the 
bidder will receive an email confirmation. 

 



 

 

 
 
 
 
 
 
 



 
 

Please Note 
 

a. For Discipline, select appropriate option from the drop down as mentioned above.  
b. For Vendor category, select appropriate category as mentioned above. 
c. For Drag to order, set the order 123456 by dragging it. 

 
 

 Mapping of DSC 
  
 The bidder needs to map his/her digital signatures after login with user id. & password as mentioned below. 

Click on Load Signing Certificate button

 
 
 
 
 
 

Select Signing Certificates & Click OK button

 
 



Click on Load Encryption Certificate button

 
 

After mapping of the digital signature certificates the screen will look like as shown below. 

1. Enter 123 in Input Data1 & 2

2. Click on Encrypt button

 

 
 3. Click on Decrypt to verify certificates. 



Click on Verify button  

 
 

1. Select SMS/Email Alerts & Click on Save button

2. Click on Dashboard

 
 
 



 

6. Tender Search 
The bidder can filter their search by clicking on any of the available three tabs differentiated for work types 
namely – Works, Services and Supplies available on the Home page. The tender can also be searched by 
specifying the Tender Number, Tender Publishing date, Last date of Bid Submission etc. The user can opt to 
search for a tender by giving keywords. The keywords can be specified as whole expression, whole word or 
string of characters. 

 

 

7. Login Procedure 
 

Interested bidder has to enter their online registered User ID and Password for Login by using his/her 
Digital Signature Certificates on the portal for online participation in eTender event. If the bidder forgets 
his/her password, the same can be retrieved by clicking on the “forget your password” link at the 
website, and thereby furnishing their registered email id to recover password on the portal. 

 



 
The bidder has to select department from the Client list and the system will redirect to the department’s 
portal. 
 

 
 

The bidder has to enter their online registered User ID and Password for Login. 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



Dashboard 
 
 

The Bidders Dashboard is divided into four sections namely – ‘Current Events’, ‘Opening Pending’, 
‘Completed Bids” and ‘Opened /Awarded’. 

 

 
 
 
 

The top section of the Dashboard is a standard Menu Bar which is privilege based and appears as per the 
privileges assigned to the particular user group. ‘Current Events’, ‘Opening Pending’, ‘Completed Bids” 
and ‘Opened/Awarded’. 

 
(a)  Current Events - It furnishes information about the “Live tenders” published on the portal. 

 
(b) Completed Bid- Completed bid displays all the tenders he/she earlier initiated to participate on the online bidding 

process. 

(c) Opening Pending - The system will furnish brief information of all the tenders completed the tender cycle at the 
portal. 

(d)  Opened / Awarded - In this section, user will be able to search for the tenders which has been awarded. 

 

8. Bid Preparation 
 

Bid preparation will be done online by all interested bidders. Bidder has to pay the tender document fee, 
eService Fee & EMD fee online using the available payment modes.  
 
The registered bidders will be able to view and participate in all the Tenders published by the respective 
Departments / Boards/ Corporations/ Federations/ PSUs of Haryana by entering User-Id and Password. The 
bidder has to select the tender for which he/ she desired to view the online published tenders notice and to 
participate from the list of tenders, as shown below under the given screenshot. 
 
 



 
 
8.1 Terms & Condition Acceptance 

 

The bidder has to accept the terms and conditions of the tender he/she wishes to participate online. 
 



 
 

8.2 Online Payments 
 
 

All bidders can download the tender document including the bid forms in PDF format. After downloading 
the tender document, the bidder has to pay the tender document /e Service fee & EMD payment Online, 
please refer payment guidelines. 
 

 
 

The payment for eService Fee shall be made by eligible bidders online directly through Internet Banking or 
Debit Cards. 
 

 

 
 
 
On successful payment of e service fee, the system generates payment confirmation Receipt as 
mentioned below.  
 



 
 

The bidder has to carefully select the payment mode & enter refund EMD account details as mentioned 
below. Selection of payment mode is one time process. 
 

 
 
In case the bidder select the payment mode RTGS/NEFT then he/she has to take printout of EMD Challan as 
shown below and make the payment against the online generated challan. After making payment the bidder 
has to verify it on the portal. 
 

 
 



 
 
 

So therefore all interested bidders are required to submit the EMD amount well in advance keeping in 
view the closing date & time of the eTender event and there after verify the EMD payment on the 
portal.  



 

8.3 Prepare PQ/Technical Bid Envelop 
 

The bidders needs to prepare PQ/Technical envelops by filling up the sought information and providing 
credentials in documents as per the available templates in the given envelope. 

 
Bid form data can be saved only after encryption with bidder’s public key. Data can be edited only after 
decrypting it with bidder’s private key. Unencrypted data cannot be saved on the server. While preparing the 
tender buyer specifies which bid forms need encryption and which do not. This is to reduce eGP load by 
avoiding encryption where not necessary. Buyer may however choose to make all bid forms encrypted. 
The bidder has an option to attach required documents from the desktop from the Browse Option available 

under the respective template.  

 
 

 
 

 
 

 
 
 
 

 
 
 

 
 
 
 
 



 
 

 
 
 

8.4 Prepare Financial Bid Envelop 
 

The bidder has to select Work Item and has to quote / fill their rates in the available price bid form. 
 
 

 
 
 
 

 
 
 

 
 
 
 
 

 

The bidder has to check all the stages of the tender by clicking “Check Your Bid“  button as shown below. 



 
 

8.5 Final Submission 
 

Bidder has to click on submit button to complete his/her stage as shown below. 
 
Note: Submit button will not  be visible / available to the user in case any of the envelope is not submitted or EMD 
payment is unverified on the portal for the tender. 
 

 
 
 
 
 
 

 
 

Once the tender gets submitted, it will be shifted to ‘Completed Events’ on the bidder’s Dashboard. After the expiry 
of the tender schedule that particular event will be shown under the ‘Old Dashboard’ link from bidder’s User Id. 
 
After opening of tender, the bidder can check the comparative reports under the link ‘Old Dashboard’. 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



9. Disclaimer 
 

The information contained herein is subject to change without notice, after mutually agreed by DS&D 
Haryana & Nextenders upon new requirements, which may accommodate in near future and configure into 
the existing work flow of Single eProcurement portal. This document is included only to serve as a sample 
of what is entailed. No responsibility is assumed for the reliability of software or equipment that is not 
supplied by DS&D and Nextenders. 

 
 

10. Copyright  
 

This document is confidential and proprietary information of DS&D and Nextenders. It should not be 
disclosed in whole or in part to any third party except to whom it has been submitted with the express 
written authorization and should not be duplicated in whole or part for any other purpose other than 
evaluation of the Technical capability of Nextenders and shall be returned upon request. 

 
The information should not be divulged to any other party other than for whom it is intended. Clients and 
partners may not be contacted about these references or divulge the information contained there-in unless 
duly authorized by DS&D or Nextenders. 

 
 
 

Al l rights reserved. Unauthorized copying is strictly prohibited. 


