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User Manual

Official use only

Tender Wizard is an exclusive, most vibrant end to end solution for buying / selling of products and services
through tendering process. It supports A - Z activities of tendering based on proactive work flow concept.
Fine details of tendering like vendor registration, tender announcement and corrigendum, tender form
processing, opening, negotiation and tender awarding are supported in a real time interactive environment.
Tender Wizard creates a true dynamic market place for both buyers and vendors to interact with each other
and transact business.

Purpose

The objective of developing the TENDERWIZARD is to automate the departments of Governments. The key
objectives of this exchange are Reduced Inventory, consistency in costs across all departments, consistent
and sustainable Vendor Development, transactional effectiveness, procurement lead time reduction,
transparency etc.,

Audience

This product is extensively used by the Government officials and contractors to enhance the transparency in
the day to day tendering activities of the Government offices as well as in contractor community.

DISCLAIMER:

ITI Limited assumes no responsibility for any errors that may appear in this document. The information
contained herein is subject to change without notice and should not be construed as a commitment by ITI
Limited. No responsibility is assumed for the reliability of software or equipment that is not supplied by ITI
Limited. This document is confidential and proprietary information of ITI Limited.

ITI Limited
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Glossary of terms

S No

Terminology

‘I:enZer &zard

Abbreviations

New Vendors can enroll their companies / individual firm in
1 REGISTER ME the site to obtain the USER ID and password to participate in
the tenders/auctions.
) IMPORTANT To view the circulars / guidelines issued by various
CIRCULARS departments.
3 HOT TENDERS The user can view the tenders which are due for closing within
24hrs.
4 DWF VIEWER Vendors ?an Download the DWF Viewer to view converted auto
cad drawings.
5 ACROBAT READER Yendors can Download the Acrobat Reader to view PDF format
files.
Login credentials for the USER to enter the user ID of the
6 USER ID particular persons (Buyer or Vendor) to login for department
site.
7 PASSWORD To enter the password of the respective USER ID tologin.
Buyer Users have to select the option during log-in to for
8 ACTIVITY carrying out tl_le - intended activity like Actlon.s, Tender,
eProcurement. Similarly, Vendor (Vendors) will login to check
or to Participate for Tenders / Auctions.
9 NEW TENDER / UN | Tenders which are due for request will be displayed under this
APPLIED section. User can request the tender, view the free documents.
The participated tenders are listed here. User can submit the
10 IN PROGRESS document, withdraw the submitted bid before closing of the
tender dates, and verify the payments made.
11 EDIT Vendor/contractor end, they can download the forms, can enter
ATTACHMENTS Form Fee, EMD and can upload required document.
12 OPENED The link provided to check the tenders which are Opened
Recently and Beyond.
13 AWARDED To get the list of tenders w}.nch ar.e processed and awarded by
the department to the Particular firm (Contractor/vendor).
Th ill he li f hich 11 h
DISQUALIFIED | e will get t e- ist of tenders which are .Cance. fad by the
14 department / Withdrawn by the Vendor / Disqualified by the
WITHDRAWN _ )
Department to the Particular firm (Contractor/vendor).
15 MODIFY PROFILE The user profile can modified any time by the user afterlog-in.
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DOCUMENT This acts as a library for the e-Tendering/e-Procurement. User
16 can upload supporting documents through this link and attach
LIBRARY )

to the concerned tenders whenever required.

The search facility is provided by e-Tendering/e-Procurement

17 TENDER SEARCH to search the tender based on work, dates, value of work,
region, etc...
18 MODIFY The user can modify his password any time. As a security
PASSWORD measure, it is advisable to modify password frequently.

This link redirects the user to log-out of the eProcurement

19 LOGOUT _ _
portal and directs to log in page.

1 o Edit Attachments

2 View payment details for Form fee/Processing fee/EMD
and Refund details and print

3 ¢ Request Tender Form

4 = Print Notification Inviting Tender (NIT)

5 3] Pre-bid meeting clarification

6 @ Withdraw bid

7 i o Auction

8 ¢ Awarded Letter

9 L] Calendar

10 i@ Delete Document

11 ) Error

12 2 Modify Document

13 Open Document in New Window

14 S Download Documents
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REGISTRATION PROCESS FOR BIDDER

REGISTER ME/

To Register/Create a new profile on IRCTC e-Tendering web portal click on “Register Me”.

Vendor information screen will appear. Enter all the mandatory fields which are marked as K and click on
“‘Register Me” button.

= ndicates mandatory fields

Click here to retrieve information to make registration payment

Vendor Information

Mationality : Preferred Currency :
Indian Bidder v o= Indian Rupee (INR) -

Log-in{User Id) :

| : | Check Availabilioy |
Eg(Ravi_123) =
(Mo Special Characters like %%@1&)

Type of Organization : Company Name :

Individual - | |“
Contact Person : Designation :

PKI Based Login : PKI Signature :

Mo - Mo -

| Update Serial Mo.

Dig Cert Serial No : Dig Cert User Name :
Dig Cert Issuer : Certificate Owner :
Figure 1
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Click “Create Profile” button, the Document Summary page will be displayed. Upload the files by using
“‘Browse” button and click on the upload files.
DOCUMENT SUMMARY

UPLOAD

User : ravitest

Step 1: Click Browse and select a file.

(If you do not see "Browse" button, your browser does not support attachments.)

File Name : [ ” Browse... I

Description : | |

Attach Name : | |

Step 2: Click Upload File.

Upload File

Repeat steps 1 and 2 to attach more files

Finish Upload

Figure 2

Once you’ve uploaded all the files click on the Finish Upload”. A warning message pops up as “Are you sure want to _

finish upload.” Click on “OK” button. _

Once you are done with uploading, User id & Password will be displayed on the screen.

Select mode from dropdown as EPAYMENT, then click on Tender Wizard payment gateway for E-payment.

e e e genat b Addenne

Figure 3
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ender Wizard

After completion of the successful payment, following Registration Acknowledgment screen will display.

Usar 1D 1238198 Password gin
Coempany Name Jhjhkih Contact Person Jhdjsahdjksa
Landine Number Email Address twhelpdesid37 Somail com
a
SLNo  Name  Designation | Address
Address : DELMI
1 TENDERWIZARD HELP DESK Phooel 1 1145424265

Phone 1 ES00496478

FIGURE 3

After Completed Registration, User ID Will Be Enabled Automatically

When the account is enabled if user tries to login following screen will be displayed.

_—
L S

IRCTC

User ID :
Password :
Activity

Tender El

MNew User? Sign Up
Forgot Password?

Content on this page requires a newer version of Adobe Flash Player. i r
:
I ender izard

il cocnoome
FLASH* PLAYER

Information to New bidders: An authenticatic

Indian Railway Catering & Tourism
Corporation Ltd.

(A Govi. of India Enterprises)

Tender Wizard is an exclusive, most wvibrant end to end solution
for buying / selling of products and serwvices through tendering
process. It supports A - Z activities of tendering based on
proactive work flow concept. Fine details of tendering like vendor
registration, tender announcement and corrigendum, tender form
processing, opening, negotiation and tender awarding are
supported in a real time interactive environment. Tender Wizard
creates a true dynamic market place for both buyers and vendors
to interact with each other and transact business.

R
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Aurodesk”
DWF Viewer

Click to wiew |atest
circulars / Formats

Steps for e-Tendering

ePayment Guidelines &
Folicies

werify PKI Setting
System Requirement

FAQS

Figure 4
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Login Procedure in TenderWizard

Step 1: Go to the website: www.tenderwizard.com/IRCTC

Step 2: Click Enter, to access the Login Screen as shown below: Figure 10 and Figure 11

_/ Google x

C' | [ https://www.tenderwiza rd.com/IRCTC'

D) https://www.tenderwizard.com/IRCTC
Q https://www.tenderwizard.com/IRCTC - Google Search

Google

©

Google Search I'm Feeling Lucky

Google.co.in offered in: Bwar A Sewrn #WE HOLD ¥l [z PIWIGs YAt

Privacy Terms Settings Use Google.com

A [ E T S10PM

Advertising Business About

Figure 10

¢ Favorites | & i) photo.php-fbid=21308913...
‘@ Indian Railway Catering & Tourism Corporation L... ‘7‘
“N el
¢y ITI Provides
IRCTC ‘ender Wizard
y.Welcome to Indian Railway Catering and Tourism Corporation Limited E-Tendering website. A Training

the same is

Indian Railway Catering & Tourism Corporation Ltd.
= (A Govt. of India Enterprises)

UserID :
£ System
Requirements

STEPS FOR
E-TENDERING

i,

Password :

ePayment Guidelines &
Policies

Autodesk”
DWF Viewer|
Install the DW/F Viewer

o view A
drawing files,

FaYGet
tade
To View PDF files,
download and Install the
Adobe Acrobat Reader,
G

/" Trusted sites | Protected Mode: Off

«
- = 15:48
25-12-2011

Figure 11
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N | Description

S
1 Directs you to Home” page.

2 Directs you to Ahout IRCTEC” to view introduction about IRCTC.
3

4

Click Contact us” to view the contact information of ITI helpdesk.

Click Mot Tenders” to view the details of tenders which are due for submission on a
particular day.

Click Tender Free View” to view the details of all the authorized tenders which are due for
request for free of cost.

6 Click Eegister me” to register vendors online.

7 Click FAQ” to view frequently asked questions for vendor module. You will find this link on
right hand side of the screen.

Step 4: TenderWizard Registered User should have the valid user id and Password

Enter User id = Password = Click Go.

¢ !IJ ITI Provides

IRCTC ender Wizard

ive Buyers/ Bidders are informed that as per New CCA Guidelines DSC Processing Shall take 7 to 10 days after physic:

Indian Railway Catering & Tourism e 5 s
- - circulars / Forma
Corporation Ltd.
User ID : (A Govt. of India Enterprises) Shnps for a-Tenduring
g Tender Wizard is an exclusive, most vibrant end to end solution for ePayment Guidelines &
buying / selling of products and services through tendering process. It Policies
AE vty ; supports A - Z activities of tendering based on proactive work flow ! )
ChvITy : : Verify PKI Setting
Tender = concept. Fine details of tendering like vendor registration, tender
announcement and corrigendum, tender form processing, opening :
m announceme and corrigendum, tenaer fo processing, opening, System Requirement
negotiation and tender awarding are supported in a real time
New User? Sign Up nteractive environment. Tender Wizard creates a true dynamic
Forgot Password? market place for both buyers and vendors to interact with each other
and transact business. Utilities
Autodesk’

Certifications

DWFV
View AutoCad

drawing files.

=
B
5
g

Figure 12
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Step 5: For Security Reason, To First time login user it will it ask to change the default password

So enter the Current Password and New Password (Combination of Alphabet & Number) and Select the
Hint Question from Drop down Menu and Answer to the Hint Question and Click Submit.

Note * : The strength of Password should be more than 60%

Modity Password

User Id : DEMO

Enter Your Current password : [

Enter Your New Password ! [

Confirm Your New Password I

Select your Hint Question : Itht is in the Box L]
Answer to the hint question . I

Submit l
Figure 13

DSC login Procedure

Step 6: Registered User should have legally valid Class 3 Digital Signature from the licensed
Certifying Authorities

Insert the Digital Token Key to the port of the Computer and Download the latest Java from the link on the
screen

PKI Based Security

SELECT THE CERTIFICATE

LOGIN

This secure login requires installation of JRE 1.6 version 30 and above.

In case, You get the message "Processing...Please Wait" continuously after clicking "SELECT THE CERTIFICATE" , Please
installireinstall the JRE 1.6 Click here ¥ o=y Download java

HOME

TW7.0.0 - ? Copyright 2009 Antares Systems Limited. All rights reserved

Figure 14

Step 7: Select the Certificate of the registered User Certificate

10|Page Version 1.1, 22-06-2016
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SELECT THE CERTIFICATE
LOGIN
[] Applet Signer =1=] 8 |
_[ eToken 1 windows store | P12/ PFX |
& In casq | common Name | 1ssuer Name | serial No View Certificate \Mi/reinstall
| TEST USER TCS sub-CA for TCS 2011 44e76554ee68ce75fe
Authenticate
Cancel
Figure 15
Step 8 : Enter the Password of the Digital Signature
SELECT THE CERTIFICATE
LOGIN
Fe_ 52 IR
[
; Log on to eToken eTOi(e n
This sé
bu get the message "Procé [E” , PI
Enter eToken password
eToken Name:  TEST USER
Password:
Caps Lock On
OK Cancel
G J
Figure 16
Step 9 : Re-Enter the Password TenderWizard User id and Password.
SELECT THE CERTIFICATE
LOGIN
Click LOGIN to enter the site by re-entering the login password.

11| Page Version 1.1, 22-06-2016
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Figure 17

PKI Based Security

Username : TESTUSER1

Please Re-Enter your Login Password : ;

Enter

Figure 18

After login the site is directed to “In Progress” summary screen as below:

Actions JYepder Line# Status Tepnder Closing Date and Time Estimated Cost EMD  Days/Time Left for Closing

Modify Profile In Progress : Tender Not Available For Display

Figure 19

TenderWizard Menu after Login

Top Menu

S No Top Menu Description

1 Unapplied Tenders which are newly hosted and not applied by the
contractors are listed in this stage

2 In progress This lists the tenders that are requested by the contractor.

3 Opened This page lists the tenders that are opened.

4 Awarded Awarded tenders are listed in this page.

5 Declined Cancelled tenders are listed here

12| Page Version 1.1, 22-06-2016
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Left Menu
S No Top Menu Description
1 Home Directs you to login screen
2 Modify Profile Displays your profile. User can change the profile
3 Help/Downloads Help files are listed here
4 Document Library | Store the Documents for the Future Reference
5 Tender Search This is Tender search engine
6 Change Password | Directs you to screen to modify your existing password.
7 Logout Logouts user.

How to Participate in Tender?

Step 1: Go to Tender Search Option available on the Left Hand Menu on the Screen after

Login Search the Tender through any of the fields available; Select the Stage — Vendor

Unapplied

Ry v

ender Nunber

Submit

e R T doe T
____NSGUARSIaS/ ancanes

Tender Search

Reset

|
BRE R

Rates shoukd be o the feemal I00- MM- Y]

Ieemad Cendfass | Qudacmer | Qs
VN 2008 Astates Sraten .

A a8 tarey

"

10|Page
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Left Menu
Request Procedure:

-
Step 2: Select the Tender that you want to participate and Click on the Request Icon & present in the action
column.

Wk onme - Vendor > Tender > Vendor-Unapplied
ESTUSER Actions Tender Line # Lstimated Cost MO corx Form Fee

Reauest of Tender Document To Date
Amourt In.7 838 04 erver 3 AMOurt In.25.00,044 04 4082014 16

Home i 0 L
Modity Profile o
Help/Oovwnboads Page(s) Total Records ; 1
Dot Uibrary !

Tender Search

Passweord
Logout

Figure 21

Step 3: The following screen appears; Select the mode of payment from drop down list for Tender Fee/Form
Fee. (As per tender document) The following screen will guide you the process.

Summary of payments done / attempted

Buyer : Tender€OI: TEST/TENDER /CO Line: 1
Vendor: TEST RAMLTD

from following payment cpton:
Proceed to make a Payment

Transaction Type : | FORM FEE v Mode: | Select e Amount (2) [100.00
Go Back Select from Drop Down

(Figure 23)

Step 4: After filling up the details, click on the “Update” button to finish the updating of Form Fee/Tender
Fee. The message will be displayed as payment updated successfully.

11|Page Version 1.0, 06-01-2016
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Welcome : Summary of payments done / attempted
test1801 Ll il P
Buyer: Tender: TESTTWO BID Line: 1
Home
— Vendor :
Modify Profile
Help/Downloads  Choose from following payment options
Doc. Library Proceed to make a Payment
Tender Search Transaction Type: FORMFEE ~ Mode: BankerCheque ~ Amount (2): 5‘00
Schedule I-E
?0 Banker Cheque
=0 ‘Mumber: (123456 Date: [12-08-2015 Bank: Bank of Punjab v
Change ' K
Password Branct: eln e Browse_ 15967 por Remarks: "
Logout
> [ ] wos
(Figure 24)

12|Page Version 1.0, 06-01-2016



¢ ™o il

Welcome :
test1801

Home
“Medify Profile
“Help/Downloads
Dec. Library
“Tender Search
Schedule I-E

“Change N
Password E Payment updated successfully,

——

T R ==

(Figure 25)

After submission of Form fee tender will shift from Unapplied to Inprogress stage and screen will display
the updated details and Status will be asreceived.

Note*: If the Tender Purchased and Tender is Live Tenders stage and status is still requested. Kindly contact

the Helpdesk 011-49424365

Welcomse © Vendor > Tender > Vendor-Inprogress
Actions Tee=fer Line & Status Iender Closing Date and Time Estimated Cost EMD Days/Time Lelt for Closing
Home 8" TESTAT 2 RECEIVED 04-08-2014 16:0G Amount In,10,00,00,00.000.00  Amount in. 7 538,00 0:50 (oMM
testwork

Help/Oownioads Page(s) Yotal Rocords : 1
Doc. Libeary L]

Figure 27

11|Page Version 1.0, 06-01-2016
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Step 5: After the Purchasing the Tender, Goto—> edit attachment Icon eﬁ where you will be able to see to
all the tender related documents along with Bid sheets in red colour.

Tender Wizard -

£ https/ www tenderwizard.com/ROOTAPY servietSender?

ITI provides
Tender Wizard
Welconse : Tender Documents Pris
TESTUSER
Beper Test Department Tender/Line: TESTAN 01
Home Veosor: ASL Tonder Cover: Twostsge
Madity Profile Suterumed Date & Time | Time Reesaining: - / 43 ming 45 3424 Toaen / Total Mo of Ssbemissicec -/ 0
Help/Downlonds e
¢ IsoaaQodemtots Maodaiio Dodumeots | Bed Documents  Lo2 Oetads
Deoc.Libeary Document Name fte® Actoms Cover
Tender Search B Shoets -
Chaoge TEST TECH Toctal 2 hoalcsheet e ¥ Uptoad Filled Doc! L, Downioas Baask Doc Tectno Commertisl Open
Password test RECLFIANCIALBDADMR L 05 0 Vetoas Fed 0cc] 8, Downicad BRank Doc) Cost Open
Logout Fee Payments -
EMD Datady 7] VeaatePa; MNow
Vendor Gesenc Doc -
Genecal Docaments - Aaah
Suome The Tenser Form  Redess  Go Back
Neoe:

o Fot informaton 350Ut 03CuMant SRICIDN0N MOV MOUBE Sviv T SOt AAMe

+ Red cofored tad nGCatr Nt et e DANANS SO0UMAnts Rave 1 D8 SIS 5D 303 SRioaded Mandanonly
* You can 1e-3uSmE Bhe eaded fSorm muSpie bmes Detare lender Josing Catetime

o ARsruplodd of 3t documents, Chick o ™ Sebmit the Teader Form™ Busan for 203 acks

Figure 28

Step 6:
Uploading the Documents in the Doc Library:

Click to “Upload Document” tab to upload the Documents.
- S

O https/ wwwtendenwizard.com/ ROOTAPP senvie

=/

ITI provides

Tender Wizard

Welcome : Documents Library >
TESTUSER
Buyer: Vesdor: ASL
Home — ————
e ARICh Naese: | Fibe Grosp: | Select . Seawch  Raset
Modify Profile
ACTrve 1ecords sonied By Last Aached Date (Descending)
Helo/Downloads
Dog. Library Seatio Aftach Name | el £l Grosp | Unioaded Qate | Last Attached Date « hcvor
Documents Lieary Is empty
Tender Search
Chaeqe Uphoad Document  Archives Documents
Password
Logout

TWT 30 * Cappegnt 2000 Avtarns Symam Lomind AN 5git iesarved

. oy a1 PM

Figure 2y

12|Page Version 1.0, 06-01-2016



™o il

Terder Waaed - COwome

=/l
E-Tendering Facility te WA

Tender Wizard

e e e . AT BT
Welconse : Documents Library 2
Buyer: Vesdor: ASL
Home —_— = e : ————
e Attach Nama: | Fie Growp: | Select v Secn  Reset
Modity Profile
ALt 10COMdS $0103 By Last Amachod Date (Desconding)
Helo/Oownloads
Doc. Ubrary Sealo Attach Mame | Ele | e Grown + Usionded Date | Last Attached Dote . Action
1 PANCARD 5 PANCARD JPG 58 T3 KB Company Profie 4032094 1505 . x n
Tender Search
2 CowPANY L TESTFLE G, 2210 K8 Company Protle 04-08-2014 1405 x %
Change 3 THaMMBER 4 TRRNUMBER G, 52 9 %8 Cemgany Protie 04-08-2014 1509 3 5
Passeord
Loaout x

Uplsa2 Document  Archives Docurments

TIT 3 ¥ Cappget 3509 Arawres Byt Lomtnd. A SGA0 ataned

Figure 30

Attaching the General Documents in the Tender

Click “Attach” to upload the documents which are uploaded in the General Document Screen. After clicking
on “attach” the system we redirect to the screen of document library where you have uploaded the
documents. Kindly select the documents from the document library and attach to the Tender.

HW = Cheome

sy wwew tenderwizard com/ OO TAPE

o

=/

E-Tendering Facility to

Tender Wizasd

Welkome ; Tender Documents Pomt
Buyer Teadee/Linec TESTIAT o1

tome Veedor: ASL Tondec Covar: Twortage
Hodily Prodile Sutervtied Dute & Time | Tiewo Remaseing: - | 39 rmins 1 50 Tokn ! Totl Mo of Suteression: -/0
Melo/Downloads

¢ IeaderOoguraats  Maodale Dicuments 8 Docwments  Log Detats
Coc A ibrary Cecument Name ) Acsens Cover
Tender Search 103 Sheots -
Change TEST TECH TernAN BLat Nt s L ODownioos Fled Docl 5 Detach Tectno Commercial Cgen
Password st RECURINANCIALBIDADANN s 5 Downizas Fles Docl 1 Detacn Cost Coen
Logout feo Payments -

EtaD Ootaty 3 aw
Veodor Generc Doc

TRAAMBER TRRAANER &0 R Cetarn Tectno Commercial Open
Ganers Documents - >

Sudmt The Tender Foem * Reftesh  Go Bacx
Hooe:

o FOrmiormaton aTout CO0UTINE SHSCTEI0N MavE MOUSE Ve e DOOUTENE Aame
o YOu CaN re-aut e Mo form Mol Bmes Delre Nader 0N Sutetme
o ARt Ugiaad of 38 SOTumenty CICx on " Sebimit the Tender Form™ Buson for ns:

Figure 31
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Step7:
For EMD

Click on “Update Pay/Now”, you will see the below screen refer Figure no. 20. Fill the details and upload
the scan copy of the EMD.

Note *: The EMD should be paid as per the instructions provided in the Tender Notification/NIT

Select the mode of payment for EMD from list.

Vendor: TESTRAMLTD

Choose from following payment options
Proceed to make a Payment

Transaction Type: | EMO |» Mode : | Select | <= Amount (2): 1000.00
Select from Drop Down
:

(Figure 32)

Here you have an option to upload single or multiple EMDs as per the departmental procedure. Under EMD
section, provide details like mode of payment instrument number, date etc., and click “Update” to update the
EMD for single or multiple EMDs. After clicking on Update the message will display as “Payment uploaded
successfully.

Welcome = Summary of payments done [ attempted
test1801

Buyer: Tendar; TEET/TWO BID Lina; 1

| Home
| Vendor

| Modify Profile

{“Help/Dowenloads  Crooss from follswing parm ent options

| Doc. Library Proceed to make a Payment

Tender Search Transaction Type : EMD - G“Dﬂe : DD
le I-E

- amount (7): [100 00

PO A

[— “tumber: [1 734567 Data: 12-08-2015 = Bamk:  Citibank -
ange

Password Branch; [DELHI ‘Fils;  Browse..  EMDscan.pdf I
' Logout
e v

wWelcome :
testiB01
Home
Modify Profile
Help/ Downloads
Doc. Library
CTander Search
Schodule 1-E
e
Change

Messace Trom webpage —EE—

B Fayment updated successiully.

Logout

=09

(Figure 33)

Details of the EMD will be displayed on web page:-

Welcome : Summary of payments done [ attempted
test1801

; Buyer: Tender: TEST/TWO BID Lime: 1
| Home

| Modify Profile
| Help/Downloads Transaction Type: EMD  Total Ameunt (7): 20000  Paid Amount (%) 20000 Remaining Amount (£): 0.00

jgoocilimacy Action Payment Mode Paid Date & Time Bank Detail Remarks Amount (7) Status
i Tender Search LY oD 02-DB-2015 Citibank 1234567 | TEST 100.00 FAD

i Schedule 1-E
= <~

" Change
Passveord

Vendor:

Logout P

(Figure 34)
1l4|Page Version 1.0, 06-01-2016
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Step 8:
For Updating Price Schedule/Bid

Click on = Download - to download the Price Bid/Technical Bid without changing the File Name &
File Type and Save on the Computer.

Fill the Bid and upload the Filled File though Sign & Upload Option.

Note *: When the user uploads the filled Price Schedule/Bid, the “Red colour” will automatically turn to
“Black colour” which reflects that user is ready for the final submission.

1B erer wicars - Googpe rreme I i A . o = e o e o e 0D R

8 haps/ www tenderwizard com/ROO TAPP /u

E-Tendering Facility to

Tender Wizard

Welcome : Tender Documents Poat
Buper Tooder/Line: TRUTANT o1~
Uome Veedor: ASL Tonder Cover: Twostags
Modify Prefile Subervttod Date & Time | Tieme Remaining: - | 39 mins 1 56¢ Token | Total Mo of Suteressicec -/0
Help/Downloads
Teooa Qosumants  Mandatee Qocuments  B9d Decemems  LoQ Detats
Do Librecy Docanment tame o0 Acbeat Cover
Xender Search 169 Sheots -
Change TESY TECH Ternatthtarsishest oy L Doanicas Fmed Doc] 1 Dvtacy Techno Commarasl Open
Pasyword totest RECUPNANCIALEDADIA e L Oownicaz TMed Dot 1§ Detnn Cont Open

Logout Foe Payments -

EMO Oetaiy 3 aew

Vendor Genenc Doc -
TRRABER TR MPER PG 2 Downicas | Detarn Technao Commaeraal Coen
Genera Documeats - - A8ach

Sutert The Tender Foem Redwed  Go Bacx

Mote
o For miarmanon adout 000uMent Se3CR0MEN MW MEUSE vl e 0O0UMENt Name
o YOu €N 1e-SuD Nl e Ao f2em MUl Bmed Detore Mader SOSNg SMetme

o ARt uplod of M So0uments. chck on " Sebeit the Tender form™ Buston foc a3

Figure 35

Tender Final Submission/Confirmation

After all the above procedures are fulfilled and uploaded all the documents, click “Submit the tender form”
on the tender document screen as shown below:
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8 hupsy/ www.tenderwizard.com /R(

The page at hetps/www.tencerwizard.com says: 2

Note | Alfter subemissicn of the fom, you can (08 moddy /
updiate yout bid documents by clicking en ‘Update//Eda B
Ik

oK
Tenger/Line: TESTHITA nmre
Home VN0 23T Teodor Cover: Twostage
Medity Profile Sutervmed Date & Teme | Time Resaiing: - / 33 ming 53 504 Tokes | Totat 1o of Subemssicr: -(0
Helo/Downioads
¢ IsodmQooumeots  Mandalin Documents B Documents  Log Detaly
DRoc Ay Document Name T 1D Actons Cover
Tender Search B Shoets -
Change TEST TECH TechnAlPicaltidsheet iis L Downioac Files Doc! i Detacn Techno Commercial Open
Password st RECUPINANCIALBOADMS | xiy L Download Filled Doc| i Detach ContCpen
Logout Feo Payments -
EMD Detaits . 1 Vew
Vendor Generic Doc -
TRRMBER THELUBER PG L Downicad § Oetach Technd Commroial Open
Geneeal Documents . .k Aach

Sutmit The Tencer Foem | Retess  Go Sack
Moter,
¢ Forinformason a0t Socument SRITIECN MOV MOUSE Dvee e Gotument Aame
* You can 1e-5ubmit Ihe Sender fonm mutole Smes Sefare lender Josing Jatetme
o ABer upR0a2 of 31 ODUMENtS, CONCK 0N " Sebinit the Teader Form™ Bution for 200 ackn

Figure 36

Once the user submits the form, the following confirmations shall appear as an authentication to the
submission of the tender. Once the confirmation 2 screen appears, select the check box below and click
“OK” to continue.

Tonder Wizard - Cheome
8 htrpa/ www tenderwizard.com s

E-Tendering Facllity to

Vendoe Openedd/ Awariedt endur €

Woelcome ; Attachment Activity Center 2
Descripton: testwees Tima Romaising: LOADOG
Home
Modity Profile SeqNo Oescrpton Of the Documeat ANernate name of the Docemeat Foe Siae DateTane Covee
10! load Hasdatory Docs
Techns
Doc. LRrary 1 PANCARD PAN CARD OSTINE 4082014 159043
Commaercial Open
Teodec Search 2 T NUNDER TN DR 21900 DADF20%4 129055 ComtOgen
Chanae Ba8 Shoets
Poasswerd Techns
1 TEST TECH TEST TEOM 250100 MO0 ST
Leaout Commeroa Open
I Sotest L BRSINE 4032014159823 CoslOgen
Torm Send Pregualication
1 PAN CARD PAN CARD 08 TIND 04082004 1450750
Veador Gamenc Doc
Techne
1 TRiuMBER ™MauBER 290K 0308200415205
Commercial Coen
Teoma and Condntons:
1 W Nave USIR0A0 DUr DNS SOCUTANES B8 DE7 TV CEDMITRITS 1IN S met
2. W Amem I3t we A SOwnioaded e BIE Socument B the e Ten0er S8 303 UCICIGEd the BReC Up B (MO el var3ion J000) without
RAngng Ne lomat content for e hpe
3 WWe afen Al e Adve SOWNROAEE The DT COCUMENLS NG MICHE The Bes BONNSI G APRte0Ne Ak / 10080M 33 DrEviaed In eTender Me
& W0 heredy 30red 10 1o S20ve MM M 3Shere 10 Bhe COTINNES of I SUSMIBAE BoCuents

Ve Bate Dy 30104 10 T B2OvE POES B0 SCNACE 10 T CMTOINESS Of e SOCUMents

BSuteret  Go Bacx -

Figure 37

After Reading all the Terms and Conditions Check box the field and click Submit. System Gives the Pop up
that you have read the corrigendum/Addendum of this Tender. And Take the confirmation of the registered
mail id and the future correspondence related to the Tender.
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IRCTC ‘ender Wizard
Cheeme

Terder Waaaed +
8 httpsy/ www.tenderwizard.com/R

» L)
The page at htps/Awww tenderwizasd.com says » —/’{/
Please confem that you have read and adhare 1o the Tender Wizard
comgendumaddendomi of th tender.Your registered - . .
Vesdor Inprogeess emad o i taheigdesidld S gmal com a5 avadable i your { 04-08-2014 :22:13 PR
profile. Updates related to the tender will be sert to ths
emad id. Please ensure hat this emad i 1 vabd and sctne.
Aie you Sune yOu want 80 Submag yOur tendes fomm | Time Remaining: LOADRNG
SRl SNAEC O - Fie Size DateTime Cover
1 PAN CARD PRI CARD PRI 3082004151048 Y
Do, Libracy e Com=cial Opee
Tender Search 2 TRNULEER TIN NUUEER 3219KB 04082014 151085  CostOpen
Chamge B Sheets
Password Tectno
1 TEST TECH TEST TECH BOTKE  QI03-20%051TH0
Logout Commuecial Ogen
P trtest 0P5TKD 408200151838 ContOpen
Foem Sesd Proqualication
1 PANGIRD PANCARD PETINE 04032034 150730
Vendor Gesenc Doc
1 TeMwuBER TR QNN oot O
Com=aeoyl Ocan
1etms gad Condmuons;
. VS BVe UEROBCHE CUf THI COCUMEnts 33 DAY T CHDIATHATE 1IGUIemanL
2 W 25 Bt we Bave O e tid B0M D 6TON3 $28 340 UPIOICHT IHe Mec up Mo (U5 Dxel vicpicn 2000) witheut
Changing the foemat content & Me e
3 WWe 3B Bt we have Gownioaded the tid documents and 38ached e Mes 30anst fe appropriate MK/ Sechon 3s rovided In eTender sde
4 WWe Doredy 2500 15 e 320ve 13 383 30Nere 12 e COMECIass of D SUSMIEST CoCUMents
)
¥ ¥W\e Dere Dy 30004 10 e ALOVE SONES 3N 2310 10 T CONEINESS of e SocUments
Sudeit | Go Bacx -

Figure 38

For the Final Submission click Ok and you will receive the acknowledgement copy of the Tender in Bid
Document Tab

Teeder Wiased «
£ https/ www tendenwizard.com/RUOTAPY serviet Seedet? 3107

=
A

1

Tender Wizard

04-08-2014 00:23:15 P

Seqdio | Descripticn Of e Docament | Anoraate eame of the Documeat | reeswe | Date/Time [ cover
Home Docs
oy Profde 1 |Pancaro PA CARD WTIKB| csonararmioas [0
Helo/Downlonds SO e
2 |TeitaueER it NUUBER WAOKE| 0082014 151055 |CastOpen
Do, Library p——
Tender Search Tectno
v lrestrecw TEST TECH esorke| oscsaemensaran | -
Password 2 et terest TILIND| 04092094 151838 |CostOpen
Logout Teem S0ad Prequatication
1 |PANCARD [PAti CARD [ we7ake] oscazorerserso [
Vendor Geseric Doc
1 |remwmeer [uom ] :.nusl sacaamnrsa08y |00
Com=sertial Open
Tetms asd Condaoes;

1 Thes & S000r0 elpCYanic SubmSRon THE Sias 378 $1500C 1 aNCHTHA 1Smat &) enhory ConSoers ity
2 This Socument is £root of SUBTERSION of the Teadec
3 Thank you very mudh AV SUSMRSSICO of your valuadie response

. Wy hare Sy agree 12 e 250ve poinds and adhede 35 the comeciness of e documents
Nt

* Your registered amal id 15 teheipdeskdG4@omalloom as 2vadadie in pour profie. Updates related 1o s Sender will Do sent fo Tus emadl 13 Flease ensure 103t 1is amadl 43 o valis and 0w

Ox

Figure 39

17|Page Version 1.0, 06-01-2016



-

¢~ il

i Teeder Waard - Google Chvome
& httpsy/ www.tendenwizard.com/ A

=/

Tendor Wizard
Walceme s Tender Documents P
Buyer: Teodec/Lne: TESTRATAESCLIO1
Home Veedor, ASL Tender Come: Twostage
Madity Profile Sabenitted Date & Tieme / Tien Remaising: 04-06-2014 152254 / 24 mind 15 80cs  Tokea | Toaal o of Ssbesissioer 100308 /1
Melo/Downloads The 1endec fO0m &3 SLDOMIOD SaCCosshudy
Doc, Library
Tender Search Tender Dodumeots - Maodater Doduments | Bid Documents | Loz Detads
Document Name fle 0 Actons Cower
p g i Shoets -
TEST TECH TechaM Bhcalziashestals O Upcate L Downdoad Biaak Doc! L, Downfoas [Filled Doc) Teono Commarcial Open
Legout fotest RECLFINANCIALBIOADMIN X3 | Uscate 4 Downkeas Bteak Doc) &, Dowrions [Filed Doc) CostOpen
Fee Paymants -
EMD Dotaits - 3 View
Viendor Geseric Doc -
TRINUMBER TRUUEER PG L Odanicag Techno Commartial Open
Geneedl Dodurments - s Alach
Ackarededgement -
Acknowiedgement Copy L Ddanicag

Rekesh GoBacx

form MU BTl Detoee lender O
XOUents, CEck on " Sebmet the Teader Form™ Susion o

Figure 40

Withdraw From Tender

Submitted tender may be withdrawn till the tender closing date. Once tender is withdrawn (withdrawal ‘51
icon) the same tender cannot be processed further any time. When you select withdrawn icon, you will be
displayed the following message:

Microsoft Internet Explorer

\ ? ) Once you withdraw the Tender, vou will not able to resubmit the Tender,

[ OK ][ Cancel ]

Figure 41

And if you select YES, then you need to provide reason for withdrawing of your tender as shown below:
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| UnApplied Opened/Awarded Disqualified/Withdrawn 17-12-2010 04:57:08 PM
Home Reason for Withdrawing

Modify Profile

Help

Upload Signature

General
Documents

Tender Search
Modify Password
Logout

Enter reason for Withdrawing:

Tarmsz & Conditions | Disclaimer | Glossary of terms
TW6.0.1 - Copyright 2009 Antares Systems Limited. All rights reserved

User name
TESTVEND3

Figure 42

Further, this tender will be shifted to Disqualified/Withdrawn section as shown below:

UnApplied
Home
Modify Profile
Help
Upload Signature

Genoral
Documents

Tendor Search
Modify Password
Logout

User name
TESTVEND2

In Progress Opencd/Awarded Disqualified/Withdrawn
Vendor > Tender > Disqualified/Withdrawn

Actions Tender Line » Quantity Disqualified / Withdraven Date
a ™ TEST17:12:2010 1 1 Work 17.12.2010
Construction
A TESTIENDL 1 1 WORKS 16:08-2010
DEMO TENDER

Page(s)

ender Wizard

Reason
Beazon

Esazon

Figure 43

Note *: Once you withdraw from the Tender you cannot participate in that particular Tender
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Re-Submission

User can re -submit his Bid for N times before the Tender Closing Date.
Download the Bid File once again and Bid and save the File and upload the File and Submit the Tender and
receive the acknowledgement copy once again. If the acknowledgement is not received Tender is not re-

submitted.

T Tevter W - ot v M . et il el 2 S

e :
£ htpsy www.tenderwizard.com/# TAPP Sserviet/SenvietP3

The Page at TIPS/ AWWW.LeNdenwizacd.com Says:

Note 1 After submission of this form, you can thl moddy / Tender Wizard
update your Bid documents by clicking en ‘Updete//Ede Bid e - T o S e LS
ok Cancy 04-00-2014 03:21:03 PM
oK |
Tender/Line: TESTRNT 1011
Home VEnosr AU Teoder Cover: Twostage
Madity Profile Sutenimed Date & Time / Time Reeaining: - / 33 meng 53 poct Tokea  Tetal Mo of Sabesisaioer -/0
Help/Downioad:
¢ | Isodat Qocuments | Maodaiio Doouments B Documests  Lo2 Ottals
Do Akary Document Mame Fie 10 Actons Cover
Tender Search £d Shoets -
Chasge TEST TECH TechaANThcaltidsheetls L Donmicac Fles Doc| (§ Detach Techno Commercial Open
Password st RECUFINANCIALBOAGM | 1y 4, Downlood Filled Doc]  §§ Detacn CostOpan
Logout Fee Payments -
EMD Detadis 1 View
Vendar Genanc Doc -
THNUUBER TR ANER PG L Downlcad 3§ Detach Techno Commarcial Open
Ganeeal Documants . = ARach .
Subm The Tense Form | Revesn  Ge Bacx
Note:

+ Forlnformation 350t Gocumsnt GaIcripion move MOuse Svi e Jocument Aame
* You Can 7e-3UDME M Mnder Sorm MUSDM Bmes alire tender JOSIng Catetime
o ARerupload of 33 documents, Chck o0 " Sebmit the Teader Form™ Bution for 203 ackn

. Mmooy 219 PM

Figure 44
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Cautions and Warning

View & request the tenders on time.

The tenders which are due for request can be viewed in “Unapplied” Status.

Strictly attach all the general documents in the “Tender Document™ screen
which are uploaded in the website.

If the Token Number is displayed as zERO (as shown below), it means that the

User is still not submitted the tender form:

Tender Documents

Department: DEMO1 Tender/Line: demoacctender/1
BIDDER: test Bidder Tender Cover: onestage
Submitted Date & Time /Time Remaining: 27-12-2012 15:29:27 / Submission time is closed Token / Total No of Submission:{101865/1

B Download and save the “Schedule B/Price Bid” in the same name. Do not change the name
of “SCHEDULE B/Price Bid” any time.

[EF1f the contractor is “Disqualified” from the tender, the details of that tender can be found in
“Disqualified/Withdrawn” section.

EWKindly use the valid mail id for receiving the corrigendum/addendum and other
information related to tenders.

W Department can issue corrigendum or addendum any time before closing so bidders should
Check the e-tendering web portal regularly.

EBidders are advised to visit regularly to their registered email id with the
portal / IRCTC portal for latest corrigendum / addendum. In case of any
addendum issued by the department officials where Technical / Price Sheet
has been modified after deleting the old files although the bidder has
submitted the tender, then bidders are requested to resubmit their bids with
the revised format uploaded by the department officials. In case bidder didn’t
re-submit their bid with the modified files uploaded by the department, then
their old submitted bid will be automatically rejected by the system and their
old submitted bid will not be valid after tender opening.

B During the issuing of corrigendum or addendum bidders will also get a mail to their
Registered mail
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Contact Us

Tender Wizard Helpdesk

C-62, 2nd floor,

Preet Vihar,

Opp. to Metro Pillar No. - 79
New Delhi — 110092

Fax No: 91-11-46061763

Ph No: 011-49424365
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