
Login GeM portal with the User ID & password

Enter the name of product/service in the search panel & select the category of the product/service

Click on SELECT CONSIGNEES option for filtering items delivering to consignee location 

with number of quantity and consignee name followed by clicking on SEARCH option

Select the filters on left with make/model, rating, product specifications etc as per requirement

After selection of product, click on ADD 

TO CART then click on DIRECT 

PURCHASE option followed by 

PROCEED TO CHECKOUT

If purchase is below ₹25000 If purchase is ₹25000 & above upto ₹5 lac             

After selecting item, click on ADD TO 

COMPARE for comparison. A minimum 3 OEM 

products are needed to be added to proceed further

Order Summary page will open for providing the Financial Details where Payment 

Authority can SRIC (Mr. Jitendra Dimri) / F&P (Mr. Gopal Rastogi)

Enter designation of Admin. Approval – JOINT REGISTRAR and Financial Approval as Dean 

SRIC/Dean Finance & Planning as per the fund approval received from competent authority.

Select Buyer for GST Tax Invoice option & NO for IFD Concurrence option

Check the amount of the item and upload Financial Approval on the “Choose File” option.    

Select “CONTINUE” then click on Accept & Save option after reading the terms & conditions

Click on “VERIFY WITH OTP” option. Enter the OTP received & click on “VERIFY OTP”.                         
The order is finally placed.

After adding click on Start Comparison & then on 

ADD TO CART in L1 Category.

Download the Comparison Sheet

for future references in payments.

Then click on DIRECT PURCHASE two times and 

then select CONFIRM for price reasonability clause 

on GeM followed by clicking on CONTINUE

Click on “DIRECT PURCHASE” again 

and then select “CONFIRM” for price 

reasonability clause on GeM followed by 

clicking on “CONTINUE” option.
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