
A. Flow Chart for Direct Purchase 
 

            

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

    

          

     Step III           
    Documents 

3.1 Generate Contract -     
        Accept and Save 

 

3.2 Verify 

3.3 E sign Aadhar with 
Registered  Mobile for OTP 
Verification 

3.4 Document verified 
successfully and your order is 
placed 

           Step II      
    Financial Details 

2.1 Select Payment Authority –  
Drop down Respective Regional 
Offices Account Officer  

2.2 Designation of Official Providing 
administration approval - Joint 
Director/Principal/Concern DDO 

2.5 Financial Approval - Upload Office 
order file in pdf format with size not 
exceeding 2 MB 

2.3 Designation of Official Providing 
Financial approval - Joint 
Director/Principal/Concern DDO 

2.4 IFD – No 
 Don’t select the check box 

2.6 Continue 

Step I     Order Summary 

1.1 Select Consignee 

1.2 Product Specification 

1.3 Add to Cart 

1.4 Proceed to Checkout 

1.5 Confirm 

1.6 Direct Purchase 

1.7 Delivery Days 

1.8 Continue 



B. Flow Chart Direct Purchase by L1 Method (Quotation) 
 

            

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

Step II 
Financial Details 

 

2.1 Select Payment       Authority - 
Drop down Respective Regional 
Offices Account Officer 

2.2 Designation of Official 
Providing administration approval 
- Joint Director/Principal/Concern 
DDO 

2.5 Financial Approval - Upload 
Office order file In pdf format with 
size not exceeding 2 MB 

2.3 Designation of Official Providing 
Financial approval - Joint 
Director/Principal/Concern DDO 

2.4 IFD - No / Dont select the check 
box 

2.6 Continue 

Step III 
Documents 

 

3.1 Generate Contract 
- Accept and Save

3.2 Verify 

3.3 E sign Aadhar with 
Registered Mobile for OTP 

3.4 Document verified 
successfully and your order 
is placed 

Step I 
Order Summary 

 

1.1 Select Consignee

1.2 Product Specification 
 

1.5 Add to Cart 

1.6 Proceed to Checkout 

1.7 Confirm 

1.8 Direct Purchase 

1.9 Delivery Days 

1.10 Continue 

1.4 Start Comparison  

1.3 Select 3 brand / 
products 
 



C. Flow Chart Bid Creation on GeM 
 

            

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

    

Step II 
Financial Details 

 

2.1 Select Payment       Authority - Drop down 
Respective Regional Offices Account Officer 
Authority - Drop down Respective Regional 

2.2 Designation of Official Providing 
administration approval - Joint Director / 
Principal / Concern DDO 

2.5 Financial Approval - Upload Office order file In 
pdf format with size not exceeding 2 MB 

2.3 Designation of Official Providing Financial 
approval - Joint Director/Principal/Concern DDO 

2.4 IFD - No / Dont select the check box 

2.6 Continue 

Step III 
Documents 

 

3.1 Generate Contract - 
Accept and Save 

3.2 Verify 

3.3 E sign Aadhar with Registered 
Mobile for OTP Verification 

3.4 Document verified successfully 
and your order is placed 

Step I B 
Technical Opening / Comparison 

Accept / Reject 

L1 Bidder Selection 

Commercial Opening 

Step I A 
Bid Creation 

 

1.1 Select Consignee

1.2 Product Specification 

1.5 Add to Cart 

1.6 Bid 

1.7 Items Specification 

1.8 Consignee 

1.9 Details 

1.10 EMD / EPBG Details 

1.4 Start Comparison  

1.3 Select 3 brand / products 

1.11 Splitting - NO 

1.12 Terms and Conditions 

1.13 E-Sign 


