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 In this presentation you will learn to 

participate as a bidder in a multi item tender 

with each item having individual EMD amount. 

 It will guide you through online Tender 

Download and Bid Preparation stages. 

 

Purchase Tender Document and  

Bid Preparation 



Pre-requisites for using Govt of Maharashtra 

e-Tendering System  

 Internet Browser Requirement:  

 IE8 (32/64 bit), IE9 (Only 32 bit), IE11 (64 bit) 

 (Do not use Mozilla Firefox, Google Chrome, Apple Safari Internet Browsers) 

 Operating System Requirements: 

  Windows 7 OS having IE8 OR IE9  

  OR 

  Windows 10 OS having IE11 

 Digital e-Token: Class 2 or Class 3 digital e-token having 2 certificates 
installed in it, one for Signing/Verification purpose and another for 
Encryption/Decryption purpose. 

 WinZip / WinRAR Utilities  

 PDF Acrobat Reader Version X or above 

 Users should have administrator rights on the machines that they intend to use 
for e-Tendering process. 

 

 

 



Checklist : Before proceeding further, kindly go through the 

 checklist given below. 

 Kindly make sure that you have installed Mandatory Softwares and made necessary changes 
in IE Browser settings, Date Format and User Account settings on your machine. (User guide 
for the same is available on https://maharashtra.etenders.in under ‘e-Tendering Toolkit for 
Bidders’ link) 

 A user should be registered / enrolled for e-Tendering process on the portal 
https://maharashtra.etenders.in  i.e. he/she should already have a valid and active Login ID 
and Password for e-Tendering portal. (User guide for Vendor Registration Process is available 
on https://maharashtra.etenders.in under ‘e-Tendering Toolkit for Bidders’ link) 

 A user should have purchased Class 2 or Class 3 Digital e-Token (SHA2 e-Token) 
having 2 certificates stored in it, one for Signing/Verification purpose and another for 
Encryption/Decryption purpose. 

 A user should have e-Token drivers correctly installed in all the machines that the user 
intends to use for e-Tendering purpose. 

 While performing activity of assigning digital certificates, e-Token must be connected 
with the computer machine during this activity. 



 In this section you will learn to view as a guest user, 

tender document and supporting documents of the 

tender you are interested in. 

 

View Tender Document 



 

Scroll down to 
bottom of the 

web page 

1. Enter the URL 
https://maharashtra.etenders.in in 

the Internet Explorer browser.  



 

Click on link ‘Organisations of Government of 
Maharashtra’. It will open up in a new window. 



 

Scroll down to 
bottom of the 

web page 



 

In order to view tender details, click on tender 
number. Tender details will open up in a new 

window. 



 
This is the link to view tender document 
before participating in bidding process. 



 
Make a right click, select ‘Save Target As’ and 

save tender document on your local computer. 



 

Click on ‘Save’. 



 

This is the link to view supporting 
documents before participating in 
bidding process. 



 Click on Template Number, in this 
example template number 1. 



 

Make a right click, select ‘Save Target As’ and 
save supporting document on your local 

computer. 



 

Click on ‘Main’. 



 

Click on ‘More’ to view complete list along with 
other details of Items added in this tender. 



 

To view items, use these hyperlinks 
to navigate between pages. 



End of View Tender Document 



 In this section you will learn to map Digital Certificates 
(Signing / Verification and Encryption / Decryption 
Certificates) of an e-Token with e-Tendering Portal Login 
ID of a user. 

 This is mandatory activity and needs to be performed 
only once when you are using your newly created User ID 
and/or newly purchased digital certificate for the very 
first time. 

 During this process, your Digital Token should be 
connected with your computer machine. 

Mapping of Digital Token 



 

1. Enter the URL 
https://maharashtra.etenders.in 

in Internet Explorer browser.  

2.  Login from the main portal by 
entering your User ID & Password 

3.  Press ‘Go’ 



 

Click on ‘Change Password’. 



 

Click on ‘Select Certificate’. 



 

Click on ‘Select Certificate’ for 
‘Select Sign and Verification Key’. 



 

Click on ‘Cancel’. 



 

1. In Certificate Selection Window, select your 
Sign/Verification certificate. 2. Click on ‘OK’. 



 
Click on ‘Send Public Key’ 



 

Click on ‘Select Certificate’ for ‘Select 
Encryption and Decryption Key’. 



 

1. In Certificate Selection Window, select your 
Encryption/Decryption certificate. 

2. Click on ‘OK’. 



 

Click on ‘Send Public Key’ 



 

Click on ‘Department Portal List’. 



End of Mapping of Digital Token 



 In this section you will learn to purchase tender 

document by making online payment. 

Tender Download 



 

From the list, click on link of your Department. In 
case of MPCB tenders, click on Organisations of 

Government of Maharashtra link. 



 

1. Select ‘Tender Search’ 
radio button. 

2. Click on ‘Go’. 



 

Click on 
‘Search’. 



 

In order to access tender of your interest, click 
on corresponding Tender Number 

In your case, your tender numbers are 
1034 and 1035. 



 

Scroll down to 
bottom of the 

web page 



 

Scroll 
down 



 

Scroll 
down 



 

Click on ‘Purchase Tender’. 



 

Scroll down to 
bottom of the 

web page 
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Click on ‘Proceed’ to start Tender Download 
stage. 

3 stages that bidders need to 
complete as per time 
schedule set by the 
department. 



 

Click on ‘Go’. 



 

Click on ‘Accept’. 



 

Click on ‘Done’. 



 

Click on ‘Go’. 



 

Select ‘ICICI Online’ option from 
the dropdown list. 



 

Click on ‘Make Payment’. 



 

Click on ‘Submit’. 



 

Click on ‘Go’. 



 

Within ICICI Online mode, you will find 3 different 
modes of online payment. Select any one of these 
modes to continue with online payment for Tender 
Purchase. 



 



 



 



 

After successful payment, you will find an 
onscreen message similar to this one. 

Scroll 
down 



 

Click on ‘Click Here’ to go back to 
e-Tendering page. 



 

Now, you will notice that Base 
Amount to be Paid and Net 
Amount Paid are reflecting 
same figure. 

Click on ‘Done’. 



 

Click on ‘Go’. 



 

1. Click on ‘Download Tender 
Document’ to download tender 

document. 

2. Click on ‘Download Supporting 
Documents’ to download Supporting 

documents. 

3. Click on 
‘Done’. 



 

‘Tender Download’ stage ends here. 

You may click on ‘Completed’ 
link to download Receipts. 



 

Click on Red Tick Marks to download 
respective Receipts. 



 

Preview of Document Download Receipt 



 

Preview of Payment Receipt 



End of Tender Download 



In this section you will learn to  

 Upload Technical and Commercial Bid Documents. 

 Make EMD payment through Payment Gateway. 

 

During this process, 

 Your Digital Token should be connected with your 
computer machine. 

Bid Preparation 



 

Click on ‘Proceed’ to start 
Bid Preparation Stage. 



 

Click on ‘Go’. 

Before initiating this Action, make 
sure that your Digital Token is 
properly installed on your computer. 
 
You may contact your Digital Token 
vendor to get help on installation of 
drivers of digital token. 



 

1. Type any string here. 
e.g.  abc or xyz. 

2. Click on ‘Encrypt’.  



 

2. Click on ‘OK’. 

If your digital token drivers are 
not properly installed, application 
will give you an error here. 

1. Select your Encryption/Decryption 
Certificate.  



 

Here it can be seen that Test String got 
encrypted successfully. 

Click on ‘Decrypt’.  



 

1. Again select your 
Encryption/Decryption Certificate.  

2. Click on ‘OK’. 



 

Click on ‘OK’. 



 

Click on ‘Send Public Key’.  



 

Click on ‘Done’. 



 

Click on ‘Do’. 



 

1. Select ‘Edit Common Forms’ action from 
drop down list. 

2. Click on ‘Go’. 



 

Click on ‘Edit’ tick mark 
to access this form. 

Do notice that currently you are in 
Technical Envelope. 



 

Click on ‘Add Doc’ to upload relevant 
technical document from your local 

computer machine. 



 

Click on ‘Browse’.  



 

1. Select appropriate document, in desired 
format, from your local computer machine. 

2. Click on 
‘Open’. 



 

Click on ‘Upload’.  



 



 

Similarly, you must upload in this list all the documents sought by 
the department . 



 

Click on ‘Save’. 



 

Click on ‘C1’ hyperlink to navigate to 
Commercial Envelope.  



 

Do notice that currently you are in 
Commercial Envelope. 

Click on ‘Edit’ tick mark 
to access this form. 



 

Click on ‘Add Doc’ to upload relevant 
Commercial Offer Document from your local 

computer machine. 



 

Click on ‘Browse’.  



 

1. Select appropriate document, in desired 
format, from your local computer machine. 

2. Click on 
‘Open’. 



 

Click on ‘Upload’.  



 

Click on ‘Save’. 

Similarly, you must upload in this list all financial offer related 
documents sought by the department . 



 



 

1. Select ‘Upload Additional Documents’ action 
from drop down list. 

2. Click on ‘Go’. 



 

Here, before uploading additional documents, first you will 
have to provide document description and subsequently 
create space for them by pressing ‘Insert Document’. 

Please remember, you should use 
‘Upload Additional Documents’ 
feature to only upload documents 
related with Technical Bid. 

 

This feature should not be 
used to upload any 
documents related with 
Commercial Bid otherwise it 
will result in rejection of 
your bid. 



 

2. Click on ‘Insert 
Document’.  

1. Type Document 
Description.  



 

Here it can be seen that we have created 
space to upload 2 additional documents. 

Click on ‘Add Doc’ to upload relevant 
Additional Document from your local 

computer machine. 



 



 

Here, you must upload documents in 
all the spaces created by you. You can 
not leave any space unused. 

Click on ‘Done’. 



 

Click on ‘Go’. 



 

In this Action, you will find list of 
all Items of  this tender. 
 
You may delete items, that you 
do not want to participate in, 
from the list by clicking on Red 

Cross X mark given for that 

item. 



 

Here, you can see I have shown 
interest only in 2 items out of 5 
by deleting 3 items from the 
list. 
 
However, if I want to add any of 
deleted items, I can do so by 
clicking on ‘Add’ button placed 
at bottom of the list. 

Click on ‘Add’ in order to add any of 
above shown deleted items. 



 

Click on Red Tick Mark for 
the item that you want to 
add again. 



 

So my final list looks like 
this where I have shown 
interest in 3 out of 5 
items. 
 
You should be very clear 
with your decision while 
deleting or adding items 
here as to which items 
you want to bid for. 
 
Since once you complete 
this task [Edit Item 
Forms], application will 
not give you any further 
chance to Add or Delete 
items in the list. 



 

1. Select ‘Edit Work Data’ action from drop 
down list. 

2. Click on ‘Go’. 



 

Click on Red Tick Mark 
for 1st Item. 



 
1. Click on ‘Calculate Rate’.  

2. Click on ‘OK’. 



 

Click on ‘OK’. 

Here, you need not install ‘Number to 
Word Conversion Utility’ as you have 
already installed it while configuring 
your computer machine for e-
Tendering Operations. 
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Click on ‘Encrypt’.  



 

Click on ‘Save’. 



 

Click on ‘Next Item’ to navigate to 
next item of your selected list. 



 



 



 



 



 

Save the details for Item-2 
by repeating steps 
performed by you for 
previous item. 



 

Likewise, you have to 
perform these steps 
for all the items you 
want to bid for. 
 
Links to navigate 
between items are 
given at bottom of the 
webpage. 
 
Once item details are 
saved for all the items, 
you may click on 
‘Done’ button. 

Click on ‘Done’. 



 

Click on ‘Done’. 



 

Click on ‘Go’. 



 

Base Amount Paid will 
be sum of EMDs for 
items you have shown 
interest in. 
 
Since you have not yet 
made EMD payment, 
Net Amount Paid is 
showing up as 0 
(Zero). 



 

For online payment of 
EMD through Payment 
Gateway, apart from 
ICICI Online, there are 
2 more payment 
options, NEFT & RTGS. 
 
You are advised to 
select your payment 
mode cautiously 
depending on total 
EMD Amount you 
have to pay. 



 Online EMD Payment using ICICI Online Payment Mode 

Select ‘ICICI Online’.  



 

Click on ‘Make Payment’.  



 

1. Type in your Bank 
Account Name 

2. Type in your Bank 
Account Number. 

3. Confirm your Bank 
Account Number. 

Bank Account details asked here will 
be used for online EMD Refund 
Purpose. 
 
Incorrect details provided here will 
result in EMD Refund failure. 



 

Select your Bank Name 
from drop down list. 



 

1. Type in your IFSC 
Code.  

2. Click on 
‘Save’. 



 

Click on ‘Submit’.  
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Click on ‘Go’. 



 

Within ICICI Online mode, you will find 3 different 
modes of online payment. Select an appropriate mode 
out of these to complete online EMD payment. 



Select ‘NEFT/RTGS’ mode of payment. 

Online EMD Payment using NEFT/RTGS Mode 



Click on ‘Make Payment’. 
It is strongly recommended that 
one should initiate NEFT/RTGS 
payment well in advance before 
expiry of Bid Preparation stage 
since EMD payment made through 
either of these modes takes atleast 
48 Hours for Verification from date 
of payment initiation. 

 
In event of EMD Verification 
Failure, e-Tendering application 
won’t allow the participant to 
complete Bid Preparation stage. 



Type in/Select  correct Bank Account 
details as asked here. 



Click on ‘Save’. 

Bank Account details asked here will 
be used for online EMD Refund 
Purpose. 
 
Incorrect details provided here will 
result in EMD Refund failure. 



1. Click on ‘Print Vendor Copy’.  

2. Click on ‘Print Bank Copy’.  

These challans contain Beneficiary Bank 
Account Details that you would need for 
NEFT/RTGS Payment. 
 
Approach you bank with Bank Challan 
Copy and initiate NEFT/RTGS Payment. 
 



Sample of NEFT/RTGS Vendor 
Challan Copy 

Click on ‘Print’.  



Scroll 
down 

Sample of NEFT/RTGS Bank 
Challan Copy 

If due to any technical 
glitch, you find these 
fields blank or EMD 
Amount displays as 0 
(Zero), then you 
should try re-printing 
these challans from e-
Tendering application. 
 



Click on ‘Print’.  

Approach you bank with a 
printed copy of this challan 
and initiate NEFT/RTGS 
payment. 



 

Click on ‘Done’. 

Now, you will notice that Base 
Amount to be Paid and Net 
Amount Paid are reflecting 
same figure. 
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Click on ‘Go’. 



 

EMD Payment Verification is not applicable If one has made EMD Payment through ICICI Online mode, 
 
In case of EMD payment made through NEFT/RTGS, one would require to verify EMD Payment by following 
onscreen instructions. 
 

Click on ‘Done’. 



 

Click on ‘Go’. 



 

Click on ‘Accept & Seal’. 



 

Click on ‘Sign Hash’.  



 

1. Select your Sign/Verification 
certificate. 

2. Click on ‘OK’. 



 

Click on ‘OK’. 



 

Click on ‘Send Signed Hash’.  



 

Click on ‘C1’ hyperlink to navigate to 
Commercial Envelope. 



 

Click on ‘Accept & Seal’.  



 

Click on ‘Sign Hash’.  



 

1. Select your Sign/Verification 
certificate. 

2. Click on ‘OK’. 



 

Click on ‘OK’. 



 

Click on ‘Send Signed Hash’.  



 

Click on ‘Done’. 



 

‘Bid Preparation’ stage ends here. 
 
Now only ‘Bid Submission’ stage 
remains pending which participating 
bidder will get access on as per time 
schedule set by the department. 

You may click on ‘Completed’ 
link  of Bid Preparation stage 

to download Receipts. 



 

Click on Red Tick Marks to download 
respective Receipts. 
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Preview of Bid Hash Receipt 



 

Preview of EMD Payment Receipt 



End of Bid Preparation 



In this section you will learn 

 How to view one’s own Technical/Commercial Bid 

Data uploaded during Bid Preparation stage 

View Bid Data 



 

Scroll down to 
bottom of the 

web page 



 

Click on ‘View Bid’.  
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Click on ‘Action Page’ to go back to 
Action Page screen. 



End of View Bid Data 



 Coming Soon 

User Guide for Bid Submission will be made available to 

bidders very soon. 

Bid Submission 


