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1. General Information 
 

1.1. Application Overview 
Indian Railway Electronic Procurement System (IREPS) is the Application Software of 
Indian Railways for online activities for procurement of Goods, Works & Services, Sale of 
Materials, and Leasing of Assets through the process of E-Tendering, E-Auction or Reverse 
Auction. The application allows users to capture data at various levels of the procurement 
process in a secure manner using various security features like digital signature, digital 
encryption certificate for encryption and decryption of data etc. The application can be 
accessed with valid user ID and Password in combination with a Digital Signing Certificate.  
The application is divided in different work areas depending upon the nature of activity viz. 
Goods and Services, Works, Leasing, Auction Sale etc.  This document describes processes 
related to Goods & Services Tenders.  The application is divided in the following modules: 

 
NIT: The NIT module contains the process of NIT (Notice Inviting Tender), Tender 
Document Creation and Publishing, Corrigendum Creation and Publishing, Pre-Bid Queries 
and Responses against these Queries. 
 
BID (Bidding, Evaluation, etc.): The Bid module contains the process of Payments for 
Tender Document Cost (TDC) and Earnest Money Deposit (EMD), Submission of Techno-
Commercial and Financial Bids, Uploading of Documents by Bidders, Tender Box Opening, 
Generation of Comparative Statements and Automatic Ranking of Bids. All firms who get 
themselves registered on the IREPS website through an online registration process, and 
who are authorized to bid against a tender can submit their bid against the tender through 
the IREPS application. 
 
ADMIN: IREPS application calls for extensive administration responsibilities to be handled 
by registered administrators from railways. These administrators have roles divided 
amongst them based on their location and authority. EPS Administrator and Department 
Administrators are two types of administrators who look after all the administrative 
functions and also maintain the application on an ongoing basis.   
 
Help Desk: The Help Desk is the module of the EPS application which provides the facility 
to Vendors, Railway users and others to get help if they face any problem at the time of using 
the application, or if they have any query regarding the application. This module tracks the 
log of all queries raised by different users and log of replies sent by help desk users to the 
raisers. 

 
1.2. Purpose & Scope 

Purpose of this document is to guide bidders/ Vendors who intend to participate in the 
Works Tenders published on the IREPS website on how to operate the E-Procurement 
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Application.  This manual will help them to familiarize with various forms/pages provided 
in the application.  

 
1.3. Points of Contact 
 

For clarification about any specific process of IREPS application the contact point is Help 
Desk.  For further details about Helpdesk functionality, Helpdesk section of this manual 
may be referred to. 
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2. Getting Started 
 

2.1. General  
 

2.1.1. Software & Hardware Requirements 
 
The detailed guidelines regarding software & Hardware requirements are laid down in a 
separate manual titled Getting Your System Ready for IREPS Application.  This manual 
can be downloaded through the Learning center link available in the left navigation bar of 
the home page of IREPS application.   Users are advised to go through the above mentioned 
manual before reading the current manual.   
 

2.1.2. Internet Basics 
The Internet is a worldwide system of computer networks facilitating access to 
information and people. Using the Internet to access and use EPS Application requires an 
Internet connection, and an internet browser application (Internet Explorer or Mozilla 
Firefox).  A browser application allows access to Web pages on the World Wide Web 
(www or the Web).  

 
Web Page 
The image below shows the different elements of a web page, which include Title bar, 
Tool bar, Menu Bar, Address bar, Tabs, Left navigation block, Right navigation Block etc. 
 

        Controls 
Menu Bar   Address bar Title Bar  Active Tab                   Tabs   

                                                                                                                               
Left navigation block                                                                                  Notifications Area      
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The users may familiarize themselves with these elements and their notations, as these 
will be repeatedly used in the following pages.  Some of these elements are described in 
detail below: 
 
Menu bar: 
The menu bar provides drop-down menus for browser functions.  Placing the cursor over 
a menu item and clicking on it with the left mouse button opens the drop–down menu. 
Click on the appropriate menu option to make a selection.   

 

Menu Bar 
 

  If you are not able to see the menu bar in your 
browser, right click on any empty area in the title 
bar and click on the Menu bar option in the options 
panel as shown in the picture: 

  
 
 
 

Address bar: 
Address bar is the area where the user has to type the address of the website (also known 
as Uniform Resource Locator, or URL in short).   To access the IREPS website, the user has 
to type the URL of the Website i.e. www.ireps.gov.in in the address bar and press the 
Enter Key. 

Address Bar 
 

Tabs: 
Multiple Pages can be opened in an Internet Browser window.  The contents of only one 
of these pages is displayed on the screen.  The titles of the opened pages are displayed on 
top of the Browser window.  The contents of the page whose contents are being displayed 
is called active tab.  Clicking on the title of any page makes the tab active. 
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Left Navigation Block: 
This is the area on the left side of the web page containing various links.  The left 
navigation block of the IREPS home page is divided into two sections namely Quick Links 
and Important Links.  These are described in detail in subsequent sections. 
 
Right Navigation Block: 
This is the area on the right side of the web page.  The right navigation block of the IREPS 
home page is divided contains the notifications area, which is described in detail in 
subsequent paras. 

 
2.2. URL of the Application 

 
The URL to access the home page of the application is https://www.ireps.gov.in. 
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3. Login into the Application 
 

3.1. Anonymous User: To access all the resources/features of the IREPS application the users 
are required to login into the application.  Several of the critical features like bidding 
against the tenders, viewing reports etc. can be accessed only after logging in.  Logging into 
the application requires a username and password provided by the EPS administrator. 
 
Users who have not logged into the system are categorized as Anonymous user.  Some of 
the functions/resources of the application like searching tenders, viewing public 
documents, user manuals etc. can be accessed by anonymous users. 
 

3.2. Registration of New Vendors 
If you are already registered for Supply/ Stores module of IREPS, you do not have to get 
yourself registered again.  New Vendors can get themselves registered by filling up the 
registration form which can be accessed through the link New Vendors/Contractors (E-
Tender) available in the Quick Links section in the left navigation bar of the home page 
(shown below).   

 
Clicking on this link opens the Vendor registration interface.  The subsequent steps are 
described below: 
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Step 1:  Read and Comply with the instructions as shown in the Bidder registration 
interface (see screenshot below) and hit Proceed button.  Please note that you are 
required to arrange the Digital Signing Certificate before proceeding further.  Detailed 
guidelines in this regard are available in the user manual titled Getting Your System 
Ready for IREPS Application available in Learning Center link on IREPS Home Page.    
 

 
Step 2: Insert your Digital Signing Certificate (DSC) in USB drive of your computer, and 
click on the Proceed button shown in the above image, which will bring up the web signer.   

 
Click on the DSC of your firm, and click on Select button.  This will open the registration 
form (see next page).  Please choose the option Stores/ Supply Tenders in the field named 
Type of tenders in which you are interested.  Please note that if you choose Works 
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Tenders option in this field you will not be able to participate in the Goods and 
Services tenders. 
 
Fill up the other details in the forms (please see the screen shots below) and click on Sign 
& Submit button.  

 
 Please check the details in the pop up message that opens, and click on OK button.   
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 E-Mail ID provided by the vendor will be used as user name.  Once the registration is 
done it is not possible to change the user name.  

 
On the web signer page that opens (see below), choose your DSC and click on Select button 

 
 
If the details have been correctly filled in, you will get a confirmation message as shown 
in the screenshot below: 
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If you have any other associated unit / office shown in the list you can associate the same 
with your account.  Otherwise click on Skip & Finalize button, and you will get 
confirmation message as shown below.  

  
If the details are found in order, you will be sent an E-Mail (normally within 3-4 working 
days) confirming your registration and providing you the password for logging in. 
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3.3. Login by Registered Vendor 
 
Vendors who have already registered themselves, and have got the E-Mail for Username / 
Password from EPS Admin can login by clicking on the Login button on the Home page and 
choosing the option E-Tender Works as shown below: 

 
  
Clicking on this link brings up the Login page as shown below.   
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 If Java Security warning 
pop up opens, please click 
on Continue button.  If 
Cancel button is clicked, 
the user will not be able to 
login, and the browser 
window will have to be 
closed and re-opened. 

   
 
 
Please insert your Digital Signing Certificate (DSC) USB token in USB drive of your 
computer, enter your Username and Password (sent by EPS admin through E-Mail) on the 
Login page, and click on Login button. 
 
This will open the web signer applet as shown below: 
 

 
 
 
 
 
 

 
Please select you digital certificate by clicking on it (which will be listed in the web signer 
only if the DSC token is already inserted into USB drive of the computer), and click on 
Select button.  You will be asked to enter the DSC token password (provided by the DSC 
supplier) as shown in step 2 above. 
 
At this point the Vendors who are logging in for the first time will be presented with the 
Change Login Password screen as shown below.  It is mandatory to change password when 
you are logging in for the first time.   
 
Please follow the steps mentioned on the screen (see next page), and click on the Save button 
to change your password 
 
 

1 

2 
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After change of password, the Bidder Home page will open.  The change password 
page will not be opened during subsequent logins.  However, in accordance with the 
password policy the change password page will again be displayed to the user if user 
password is more than 60 days old. 
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4. Bidder Home page 
 
After successful login, the Bidder Home page opens as shown below. 
 

 
 
The Bidder Home Page is divided into three blocks namely Left Navigation Block, Middle 
Body, and Right Navigation Block.  The links available in these blocks are described in detail 
below: 
 

4.1. Links in Right Navigation Block of Bidder Home Page 
 

The Right Navigation Block consists of two sections namely Notifications and My Profile.   
 
Notifications Section   
 
The notifications issued by EPS administrator from time to time for Bidders will appear in 
the Notifications Section.    
 
My Profile section  
 
My Profile Sections contains various links whose functionality is described below: 
 

4.1.1. View/ Edit My Profile- The profile details of the currently logged in user can be accessed 
through this link.  Clicking on this link opens the User Profile page.  On this page the logged 
in user can view his profile details like E-Mail ID, Firm’s Name, User Name, User’s Address 
and Contact details, Assigned Work Areas (i.e. the types of tenders for which the firm is 

Left 
Navigation 

Block 

Right 
Navigation 

Block  

Middle  
Body 
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registered with same account name), Default work area (i.e. the work area that will open by 
default after login) etc. 

View User Profile Page 
 

The logged in user is also allowed to update some of these details like Address and Phone 
numbers, Default work areas etc. by clicking on the Edit button on this page.   
 
Clicking on the Edit button opens the Edit Profile Interface as shown below: 

Edit User Profile Interface 
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After making the required changes, the user has to click on Sign & Update button.  This will 
open the web signer window.  After the user signs the modified data using his DSC, the user 
profile is updated.     
 

4.1.2. View My Account Profile- The profile details of the user’s account (i.e. Firm) can be 
accessed through this link  Clicking on this link opens the View Account Profile page which 
shows the details of the Account like Firm’s name, address and contact details etc.  

View Account Profile page 

 
The users in a bidder account are categorized as Primary users and Secondary users.  The 
details of the Primary user can also be seen from this page.     
 
There can be only one primary user in an account, who is allowed to update some of the 
Account details such as Address, and Phone Numbers etc. by clicking on the Edit Account 
Profile button, which opens the Edit Account Interface as shown below.   
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                                                                 Edit Account Profile page 
 
If there are multiple users in the account, the primary user can make some other user as the 
primary user. 

 
4.1.3. Change Password- The user can change his login password by clicking on the Change 

Password link. 

 
Clicking on this link opens the Change Login Password page as shown above.  The user is 
required to enter his old/existing password, and the new password in the relevant fields on 
this page to change his password. 
 

4.1.4. Add/Edit Bank A/c Details- Bank Details associated with the Account can be added/ edited/ 
viewed clicking on this link.  Users are advised to keep this information updated as the 
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tendering department may use this information for making payments to the bills, and for 
other statutory purposes. 

 
The user has to sign the modified details with his DSC for saving the changes. 
 

4.1.5. Add/Remove Authorized Signatories- The list and details of the authorized signatories can 
be viewed / edited through this link.  Clicking on this link opens the following page:   

 
The details of an existing user listed on the page can be modified by clicking on the Edit ( ) 
action icon.   
 
A member can be deleted by clicking on the delete ( ) action icon.  The logged in user cannot 
remove himself from the list.   
 
New signatories can be added by clicking on the Add Authorized Signatories link on the 
page.  Clicking on this link brings up the Create Authorized Signatories interface as shown 
below:   
 



                              Indian Railways E-Procurement System 
____________________________________________________________________________________________________________________________________________________________ 

IREPS - Goods & Services: User Manual for Vendors  22 | P a g e  
 

 

 
Please fill in all the required details (fields marked * are mandatory) and click on Sign & 
Submit button.  You will be asked to select the public key of the Digital Signing Certificate of 
the new user being added (please see image below).  Please refer to the document Procedure 
for Public Key Export from E-Token for further details.  This document is available in the 
Learning center, which can be accessed through the Learning Center link available on IREPS 
Home page.    

 
 
Please click on the Browse button to locate the public key to be added to the new user profile, 
and click on Submit button.  This will add a new signatory and a message to this effect will be 
displayed on screen.   
 

 Please note that the signatories so added can submit bids on behalf of the Firm.  The 
Firm/Company/Individual Owner/Proprietor etc. will be legally liable and accountable 
for all activities performed by the authorized signatories through the IREPS website.  
Please keep the list and details of the authorized signatories updated at all times.  Please 
remove the name of the authorized signatory immediately if he/she leaves the company.  
In case of failure to do so, the Firm/Company/Individual Owner/ Proprietor will be held 
liable for actions of such signatory.   
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4.2. Links in the Middle Body 
 
The links in the middle body pertain to different folders for viewing Payment details, Tender 
details, Contract Details and Messages.  These links are described below: 

 
4.2.1. My Payments (TDC/EMD etc.)- This page shows details of payments made by the user 

towards Tender Document Cost (TDC) and Earnest Money Deposit (EMD) during the last 30 
days.   

 

 

Middle 
Body 
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The page shows the Tendering Department, Tender Number, Tender Closing date, Type of 
payment (EMD, TDC etc.), Amount paid, Transaction date/time and the actions that can be 
performed by the user. 
   
The Action column of this page contains Action Icons for Viewing / Making payments, and Bid 
Preparation/ Submission.  The actions that can be performed through these icons are 
described in detail in sub-section Action Icons and their Actions of this manual. 
 
If the tender has not lapsed i.e. if the tender closing date/time has not already passed, the 
user gets the Bid preparation & Submission icon (  ) in the Actions column.  The View / Make 
Payments (  ) action icon always appears in this folder to either make payments, or to view 
payments made (if payments for TDC and EMD have been made).  The bidder is required to 
pay the Tender document cost as well as Earnest Money before he can prepare and 
submit his bid.   
 

 If any payment towards TDC or EMD is pending, clicking on the Bid preparation icon 
takes the bidder to the payment page.   

 
 Clicking on the Tender number of any tender opens the Tender dash board.  

Depending on the status of the tender (live/opened etc.), the dashboard shows 
various buttons to view tender document, Attached documents, corrigenda (if any), 
Techno-commercial tabulation, Financial tabulation etc.  

Tender dash board 
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4.2.2. My Tenders- Live- This link displays the details of the tenders for which tender enquiry has 
been addressed to the Vendor by the department, or the tenders for which the vendor has 
paid the TDC, and the tender is still open for bidding.   

 
The page shows the Tendering Department, Tender Number, Name of Work, Tender Closing 
date & time, and the actions that can be performed by the user. 
 

 The Action column of this page contains Action Icons for viewing tender document (  ), 
viewing corrigenda issued against the tender (  ), Making / Viewing Payments (  ) and 
Bid Preparation & Submission (  ).  The actions that can be performed through these icons 
are described in detail in sub-section Action Icons and their Actions of this manual. 
 

4.2.3. My Tenders- Closed- This link shows the tenders against which the user has submitted bid, 
and the tender is not yet finalized. 

 
The page shows details like Tendering Department, Tender Number, Name of Work, Tender 
Closing date & time, and the actions that can be performed by the user. 
 
 The Action column of this page contains Action Icons for viewing tender document (  ), 
viewing corrigenda issued against the tender (  ), viewing the offer submitted by the user     

(  ), viewing Techno-Commercial Tabulation statement (  ) and Viewing Financial 
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Tabulation Statement (  ).  The actions that can be performed through these icons are 
described in detail in sub-section Action Icons and their Actions of this manual. 
 

4.2.4. My Post Tender Activities – Negotiations- This link shows the details of negotiation letters 
issued by tendering departments in favour of the bidder.   

 
The page shows the Tendering Department, Tender Number, Tender Title, date of issue of 
negotiation letter, date on which negotiation meeting is scheduled, the last date and time for 
submission of negotiated bids by the bidder, the status of negotiation letter and submission 
of bids, and action icons for performing various actions. 
 
 The Action column of this page contains Action Icons for viewing of negotiation letter (  ) 
and submission of negotiated bid (  ).  The actions that can be performed through these 
icons are described in detail in sub-section Action Icons and their Actions of this manual. 
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4.2.5. My Post Tender Activities – Counter Offer - This link shows the details of Counter Offer 
letters issued by tendering departments in favour of the bidder.   

 
The page shows details like Tendering Department, Tender Number, Tender Title, date of 
issue of counter offer letter, Response date (i.e. date by which the bidder is required to submit 
his response to the counter offer, the status of counter offer letter/ submission of response 
by bidder, and action icons for performing various actions. 
 
The Action column of this page contains Action Icons for viewing of counter offer letter (  )   
and submission of response to counter offer (  ).  The actions that can be performed 
through these icons are described in detail in sub-section Action Icons and their Actions 
of this manual. 
 

4.2.6. My Contracts- The links in these categories are under development, and users will be notified 
as and when these links are activated. 
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4.2.7. My Messages- Inbox- This link displays the messages sent to the users by EPS administrator, 
or the messages related to issue of tenders/ corrigenda for tenders which are addressed to 
the user, or for which he has paid TDC. 

 
The Action column in this page contains view details (   ) and Delete Message (  ) icons. 
 

 Please check your message box regularly as it may contain important and urgent 
messages regarding publication of tender or corrigendum etc. requiring your 
immediate attention.   

 
4.2.8. My Messages- Deleted- This link shows the messages that the user has deleted from his 

Inbox during the last 30 days. 
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4.3. Links in the Left Navigation Block 
 
The left navigation block has been divided into various sections namely Quick Links, 
Important Links, Documents and Pending Bills.  The links provided in each of these sections 
are described below: 
 
Quick Links section 
 

4.3.1. Search Tender - This link allows the users to search tender conforming to a criteria defined 
by the user.   

 
The user has the option to search tenders based on Tender No, Name of Work, Item Code, 
or Item Description by choosing the appropriate option from the drop down field of the field 
Search Criteria.  The user shall specify the search parameter in the Search For field.  The 
user can also specify whether the Tender Number or Name of work etc. should be Starting 
with the given parameter, or should be exact match of the given parameter by choosing one 
of the options from Starting with/ Equals in the Search Criteria Field.   
 

 It is not mandatory to specify search criteria.  Tenders can also be searched based on 
parameters defined in Search In and Search Period blocks. 

 
Users can also choose to search tenders pertaining to a particular Railway Zone/Production 
Unit, a specific unit under a Zone or a specific Railway Department (Engineering/ S&T/ 
Electrical/ Mechanical etc.) by choosing the appropriate options from the fields provided for 
the same. 
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Users can also search tenders based on the status (Published/ Tender Box Opened/ Under 
Evaluation etc.) by choosing suitable option in the Tender Status field. 
 
Users can also refine the search based on the Tender type (Open/ Limited/ Special Limited/ 
Single etc. by selecting appropriate option in the Tender Type field. Users can also choose to 
search tenders based on bidding system (Single packet/ Two packet) through Bidding System 
field. 
 
The search can be done based on Tender Issue date or Tender Uploading date, and between 
any two given dates to be specified by the user. 
 
After selecting the various options, the user has to click on the Show Results button, and the 
tenders meeting the search criteria are displayed as shown in the screenshot below: 
 
The search results show details of Tendering Department, Tender Number, Name of Work, 
Status of Tender, Tender uploading date/time, Tender Closing Date/Time, Due Days 
remaining for submission of bids, and the Action icons. 

 

 
Depending on the status of tender, and also depending on whether the bidder is eligible to 
bid against the tender or not different action icons may be shown for viewing tender 
document (  ), viewing corrigenda issued against the tender (  ), viewing Techno-

Commercial Tabulation statement (  ), viewing Financial Tabulation Statement (  ), 
Making / Viewing Payments (  ) and Bid Preparation & Submission (  ).  The actions that 
can be performed through these icons are described in detail in sub-section Action Icons 
and their Actions of this manual.    
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4.3.2. Learning Center- The learning center link gives the user access to the repository of the 
manuals, guidelines and suggestions to make the user familiar with the various 
functionalities and process flows of IREPS application.  The links to general 
documents/procedures/instructions etc. are available in the General section, and the 
links to manuals specifically related to Goods & Services Tenders are available in the 
section titled E-Tender (Goods & Services).  The General section also contains the link 
to the Trial site of IREPS application.   
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4.3.3. Help Desk- This link opens the Help Desk interface from where the user can access the 
various options to get in touch with the Help Desk.  A screen shot of the Helpdesk page is 
shown below: 

 
The user can reach out to Help Desk in the following ways: 
 
1. Raise a Query 

The user can submit his query through an online electronic form as shown below.  The 
user can also upload a document through this form.   
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On successful submission of the form the user will be provided with a Query ID which he 
can use to view reply to his query through the same interface.  The user also gets an E-
Mail as and when his query is replied to by the department. 
 

2. Send E-Mail 
Users can send their queries to the Help desk through E-Mail.  E-Mail ID of Help Desk is 
mentioned on the Help desk page (helpdesk.eps@cris.org.in).  The reply to the query will 
be sent to the E-Mail ID of the user. 
 

3. Call on Helpdesk Telephone Numbers  
Users can contact the Helpdesk officials through the Telephone Numbers provided on the 
Helpdesk Page.  Railway users can also contact Helpdesk officials through the Railway 
Telephone Number mentioned on the helpdesk page. 

 
4.3.4. FAQ 

Questions that are frequently asked by the users are compiled and answered in this section. 
 
Important Links section 
 

4.3.5. E-Tender Guidelines 
This link opens the PDF document which contains guidelines for vendors pertaining to E-
Tendering. 
 

4.3.6. CCA 
This link opens the site of Controller of Certifying Authorities i.e. http://cca.gov.in/.  Please 
refer to the manual Getting Your System Ready for IREPS Application for more details. 

 
4.3.7. Acrobat Reader 

This link opens the site of http://www.adobe.com/downloads/. From here  user  can  
download  Acrobat   Reader,  which  is  required  to  open  the Tender document, Tabulations  
etc. in the IREPS application.  Please refer to the manual Getting Your System Ready for 
IREPS Application for more details. 
 
Documents section 
 

 This section provides the link to the user to upload/view his Public/ Private documents and 
to view Public Documents uploaded by the Departmental users and EPS admin.  These 
processes are described below.   
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4.3.8. Upload/View My Documents 
Vendors are allowed to upload their public documents through this link.  The user can upload 
his public documents like Company profile, Approval Exemption Certificates, List of 
M&P/Personnel etc.  The user can also upload and store such documents which he has to 
attach with tender documents repeatedly (private documents).   
 
Clicking on the Upload/ View My Documents link in the Documents section in the left 
navigation bar opens the upload documents interface as shown below: 
 

 
 
Users are required to enter the Document description, and Document Version.  The category 
of document can be defined in the Document Type field.  The permitted catetories are 
Company Profile, Approval/ Exemption Certificates/ List of M&P/ Personnel and Others.  The 
user also has to specify whether the access to the document restricted to himself (Private 
Documents) or users of tendering departments will have access to the document (Public 
Documents).  If ‘Myself only’ option is selected, such documents cannot be seen by the users 
of the tendering department till these documents are attached by the Vendor with his bid 
against a tender.   The user has to select and sign the document to be uploaded by clicking on 
the Browse option.  The file to be uploaded will be shown in the text box against the label 
Select Document to Upload.  After the name of the selected file appears in the in the text 
box, the user has to click on the Sign & Submit button to complete the process.  The uploaded 
documents and other relevant details are shown in the lower pane.   
 
The user can Edit document attributes ( ), Upgrade the document ( ), Archive the 
document ( ) or view document history for upgraded documents ( ) by clicking on the 
appropriate icon in the Action column.  Archived public documents are no longer visible to 
the users of tendering department, and cannot be attached by the user with his bids.  
Upgrading the document archives the current version of the document and the new 
document uploaded takes its place.  
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4.3.9. View IREPS Documents 

This link gives the user access to the public documents uploaded by the EPS administrator 
and Railway Users.  The user is required to select the Organization, Zone and Department to 
view the relevant public documents.  Users can refine the search further by selecting the 
Railway unit, and Document status.  On clicking the Filter button the documents meeting the 
specified criteria are shown in the lower pane.  The document can be opened and downloaded 
by clicking on the file name of the document. 
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5. Action Icons and their Associated Actions 
 
The action icons appear in the various folders in the middle body of the Bidder Home Page, 
Search Tender Page, Upload Documents Page etc.  The user can perform various actions 
through these action icons.  The actions that can be performed through various action icons 
are described below: 
 

5.1. View Tender Document ( ):  This icon is displayed in My Tenders – Live and My Tenders 
– Closed Folders in Middle body of the Bidder Home Page and in the Search Tender page for 
all published tenders, for all tender types.  Clicking on this icon opens the complete tender 
document in PDF format.   
 

 You should have PDF reader installed on your system to open tender document.  
Please refer to the manual Getting Your System Ready for IREPS Application in 
learning center for further details.  

 
The tender document consists of various sections which are described below: 

Snapshot of Tender Document 

 
NIT Header:  This section contains general details related to tender like Name of Work, 
Closing Date & Time, Advertised value, Earnest Money, Tender Document Cost etc. 
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Items: This section contains the Schedule of Requirements.  It shows all the Groups (if 
applicable), items & Consignees included in the tender along with other relevant details.   
 
Item Breakup:  If the Schedule contains any Set of Items, the details of the items contained 
in the set can be seen in the item breakup section. 
 
Terms & Conditions:  The governing terms and conditions like payment terms, inspection 
agency etc. applicable to the tender are detailed in this section. 
 
Eligibility Conditions:  The eligibility conditions included in the tender are shown in this 
section.   
 
Compliance Conditions:  This section shows the General Instructions, Special Conditions, 
Technical/ Commercial Compliance Conditions, Undertakings, Checklists and other 
miscellaneous conditions included by the tender issuing department in the tender document.  
It is also indicated against each condition whether the bidder is required to confirm whether 
he complies or not with the requirements of the condition (by clicking on the yes/no buttons), 
whether the bidder is allowed to enter  his comments/remarks against the clause, and 
whether documents uploading against the condition is Allowed (Mandatory), Allowed 
(Optional) or Not Allowed. 
 
Documents:  The documents section lists all the documents related to the tender which have 
been uploaded by the tendering department for the tender. 
 
Responsiveness:  Responsiveness section contains the responsiveness clauses included in 
the tender.  The bidder is required to confirm acceptance to the responsiveness conditions 
before submission of bids, and before making payment for EMD and TDC. 
 

5.2. Corrigendum list (  ): This icon is displayed in My Tenders – Live and My Tenders – 
Closed Folders in Middle body of the Bidder Home Page and in the Search Tender page for all 
published tenders, for all tender types.  Clicking on this icon opens the Corrigendum page, 
whereby the users can view the list of all the corrigenda that have been issued after 
publication of the tender.  Clicking on the View Corrigendum details icon (  ) in Action 
Column of this page opens the individual corrigendum letter.   

 
A Corrigendum is divided into three parts for showing conditions which have been modified, 
deleted or added.  If the advertised value of the tender is changing due to the corrigendum, 
the same along with the revised Earnest Money and Tender document cost are also shown in 
the corrigendum. 
 

 The online bidding page shown to the bidder for preparation / submission of bid 
includes all the changes made through issue of corrigenda. 
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5.3. Make / View Payment - TDC & EMD ( ):  This icon is displayed in My Tenders – Live and 
My Payments folders in Middle body of the Bidder Home Page and in the Search Tender page 
for all published tenders for all live tenders only to those Vendors who are authorized to bid 
against the tender.  For open tender this icon is shown to all the bidders, and for Limited, 
Special Limited and Single tender it is available only to those firms who have been sent the 
tender enquiry for the tender. 

 
Clicking on this icon opens the Payments page which is the interface for making payments 
towards Tender Document Cost (TDC) and Earnest Money Deposit (EMD).  If Tender 
document cost (TDC) is not yet paid, the page for payment of TDC is opened.  If TDC has 
already been paid, payment page for payment of Earnest Money is opened.  The payments 
already made by the bidders are listed at the bottom of the page.  For Tender Document cost 
the entire payment has to be made in one go, whereas for Earnest Money the payment can be 
made in multiple installments.    

 
 

5.3.1. Online Payments:  The bidder can choose to make online payment by choosing the Online 
option in Mode of Payment.   
 
The amount to be paid, and the purpose (TDC or EMD) are displayed on the payments page.   
Clicking on the submit button with online payment option selected opens the Online 
Payment options screen as shown below. 
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 At the moment two payment options namely SBI payment gateway, and SBI Net Banking are 
available.  Some more payment options are likely to be added shortly. 
 
Before proceeding to the selected bank’s/ payment gateway’s  website the bidder is required 
to confirm by selecting the Agreed radio button that he has read the refund policy an terms 
and conditions applicable to the online transactions.  The link for the same is available on the 
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same page.   Clicking of the Proceed button redirects the bidder to the relevant payment 
gateway. 

 
5.3.2. Payment through SBIePay Payment Gateway:  Choosing SBI PG option opens the SBIePay 

Payment gateway as shown below: 

 
The bidder can make payment through various options like Credit Card, Debit Card, Net 
Banking etc. by choosing the appropriate option in the left pane.  The bank for Net Banking 
payments can be selected from the dropdown list of Other Banks field.  Please click on the 
Proceed button after making the appropriate choices, and follow the on-screen instructions 
to complete the payment process.  After the payment is made the user is redirected to the 
IREPS website where the details of transaction made are shown at the bottom of the payment 
page.   
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5.3.3. Payment through SBI Net Banking:  Choosing the SBI Net Banking Options on the Online 
Payment page opens the SBI Merchant site as shown below:  

 
Please Login into your SBI account and follow the on-screen instructions to complete the 
payment process.  After the payment is made you will be taken back to the payment page of 
IREPS website where the details of transaction made are shown at the bottom of the page. 

 
5.3.4. Online transaction confirmation failure:  If the online transaction is successful and 

confirmation regarding the same is received by IREPS from the bank, the Status field will 
show Success message.  Retry message in the Status column indicates that the confirmation 
is still pending from the bank.  The user should click on the Retry link to initiate confirmation 
process.  If success message is received from the bank, the status of transaction will change 
to Success.  If the transaction has failed, the status will change to Failed, and the user will have 
to make another attempt for payment.  If the confirmation is still not received the status will 
remain as Retry.  The user can hit the Retry button again to initiate confirmation process. 

 
 Retry option is available only seven minutes after the transaction is made.   If the transaction 

is not getting updated even after three retry attempts, the user has a choice to make another 
payment.  This option should be used only if the tender is about to close.  If more than one 
transaction is successful, refund will be made as per the refund policy.  Please see terms and 
conditions for online payments for more details. 
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5.3.5. Manual Payment:  Manual payments are normally not allowed now on IREPS except 

for foreign bidders.  If manual payment is allowed for a particular tender, or for a 
specific category of vendors, the manual payment option will be shown on the page, 
and the payment shall be made as per the following procedure: 

 
Choosing the Manual Payment mode in the Payment page opens the interface for recording 
manual payment as shown above: 

 
Please select the Instrument type (Banker’s cheque, DD etc.) through which manual payment 
has been made, enter the instrument number (Banker’s cheque number, DD number etc.), the 
date of instrument (Banker’s cheque date, DD date etc.), Issuer Bank/Cash office details etc. 
in the relevant fields.   
 
Please click on the Click Here link to upload a scanned copy of the instrument (Cash receipt, 
Banker’s Cheque, DD).  This will bring up the document selection and PDF signer window as 
shown below: 
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Click on the Browse button to locate and select the scanned copy of the document on your 
computer, then click and select your signing certificate in the lower pane (your DSC token 
should be inserted in the USB drive of your computer for your certificate to appear in the 
signer window), and click on Sign button.  If the document is uploaded successfully, the 
document name will be shown on the page as shown below: 
 

 
If wrong document has been uploaded by mistake, the bidder has the option to change the 
document by clicking on the Change Uploaded Document link.  After uploading of document, 
the bidder has to click on the Sign & Submit button to submit the payment details.  The bidder 
has to apply his digital signature to submit the payment details.   
 

 The bidder has to ensure that the original documents like DD, Cash receipt, 
Banker’s Cheque mentioned in the payment details (the same document which 
has been uploaded) reaches the office of the tender inviting authority within 
the period specified in the tender document. 

 
If the transaction is successful, confirmation message regarding recording of payment details 
is displayed along with transaction ID as shown below: 
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Manual Payment receipt 
 

The bidder can now proceed for EMD payment by clicking on Submit EMD button.  The 
details of all previous payment transactions are shown in the bottom pane of the page.  The 
uploaded document, if any, can be viewed by clicking on the (  ) icon. 
 

 
 

5.3.6. Claim Exemption:  Several categories of vendors like MSME firms, Firms registered 
with the zonal railway for the tendered item, Firms approved by RDSO/ PUs etc. for 
the tendered item etc. are exempt from payment of either Earnest Money or Tender 
Document Cost.  Such bidders can claim exemption by selecting the Claim Exemption 
option on the payments page. 
 

 Bidders are advised to read the tender documents carefully and satisfy 
themselves about their eligibility for such exemption as is being claimed, as 
claiming exemption wrongly may render their offer liable to be ignored. 
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Selecting Claim Exemption option brings up the following interface:  

 
Please select the applicable exemption category / subcategory and then click on the Click 
Here link to upload the supporting document for claiming exemption.  The process of 
uploading document and then submitting the other details is the same as explained for 
uploading of documents and submission of details for manual payments.  
 

5.4. Bid Preparation and Submission (   ):  This icon is displayed only to those Vendors who 
are authorized to bid against the tender.  If any responsiveness clause has been added by the 
tendering department, clicking on the bid submission icon opens the Responsiveness page.  
The responsiveness page lists tender conditions in respect of which the bidder is not allowed 
to quote any deviation.  Quoting of deviation in respect of any of these clauses shall lead 
to summary rejection of the offer.  The bidder is required to tick the check box at the bottom 
of the page as a mark of acceptance of the conditions mentioned on the page. 
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Bidders are allowed to access the payments page for making payments towards Tender 
document cost and Earnest Money only after he accepts the responsiveness clauses.  The 
bidding page can only be accessed after acceptance of the responsiveness clauses, and after 
making payments for TDC and EMD.  The page is not displayed if no responsiveness condition 
has been added by the tendering department. 

 
After the payments towards EMD and TDC have been made (or exemptions have been 
claimed) by the bidder, the bidder is redirected to the bid preparation and submission 
interface as shown below: 
 

 
As can be seen from the above screenshot the page consists of Tabs bar containing various 
tab names viz. General, T&C, Eligibility, Compliance, Deviations, Perform., DOCs., 
Responsive., Fin. Offer and Submit.  Users can switch between the tabs by clicking on the 
tab name in the Tabs bar.    

 
5.4.1. General Tab 

 
This is the tab that opens when the bidder clicks on Bid Preparation and Submission icon 
(please see screenshot in preceding para). 
 

Tabs Bar 

Header 

Check Box 
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The General Tab has a panel named Bid data Save & Prefill Options.  The check box against 
the label Save my bid on my computer should be ticked if the user intends to save a copy of 
his offer on his computer while filling up the various forms of bidding page, or if he wants to 
keep a copy of the submitted bid.  For security purposes the bid is encrypted by the user’s 
Digital Signing Certificate before saving.  This is an optional facility, and may be helpful in the 
following situations: 
 
i. If the bidder is not in a position to prepare the bid and submit the same in a single 

sitting, and wants to save the partially prepared bid for later use. 
ii. If there is a possibility of power failure or internet connection failure during the process 

of preparing bid. 
iii. If the bidder intends to save a copy of the submitted bid for his reference. 
iv. If the bidder intends to submit a revised bid. 
 

 Internet Explorer Version 9 or later (with compatibility settings removed), or Mozilla 
Firefox latest version should be installed on the computer to avail this facility. 

 
If the bidder has saved a copy of draft or submitted bid, next time he can load details from the 
saved file by clicking on the link Click Here mentioned in the label Click Here to copy details 
from my previously saved bid. 
 
The General tab displays details like Tender Calling Authority, Tender Title, General 
Instructions and Special Conditions.   
 
The Click Here link provided on the page opens tender dashboard for the selected tender 
which contains links to the tender document, documents uploaded by the tendering 
authority, and corrigenda issued against the tender, if any.  
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Tender Dashboard 
 

The bidder is required to tick on the check box available at the bottom of the General tab as 
a mark of acceptance of the conditions displayed on this tab, and also for confirming that he 
has downloaded, read and understood the complete tender document, documents attached 
with the tender, and corrigenda issued, if any.   
 
Clicking on the Save as Draft button at the bottom of the page (or Confirm button if Save my 
bid my computer option has not been selected) freezes the user inputs.  However, the user 
has the option to change the entered data by clicking on the Edit button (which becomes 
active only after Confirm/ Save as Draft button has been clicked).   
 

 The bidder is prompted to choose the folder on his computer where he intends to save 
the encrypted bid, and after saving of the file a confirmation is displayed on the 
computer screen. 

 
5.4.2. T&C Tab 

Clicking on the T&C Tab name in the Tabs Bar opens the Terms & Conditions Tab, which 
displays the terms and conditions applicable for the tender/ contract.  A screenshot of the 
T&C tab is shown below: 
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As can be seen, the T&C tab displays Validity of Offer, F.O.R Condition, Payment Terms, 
Delivery Period, Statutory Variation Clause, Option Clause etc.  The conditions shown on the 
screenshot are indicative only, and may vary from tender to tender depending on the 
conditions added by the tendering department. 
 

 The bidder is required to select one of the payment terms mentioned on the payments 
page.  In case of Global tenders, if the bidder has chosen to submit indigenous offer, 
he is required to select one of the payment terms applicable for indigenous offer, and 
if he chooses Import offer option, he has to select one of the payment terms applicable 
for Import offers.    

 
5.4.3. Eligibility Tab 

Clicking on the Eligibility Tab name in the Tabs Bar opens the Eligibility Tab.   
 
The eligibility tab shows the eligibility conditions that have been included in the tender by 
the tendering department.  A screenshot of the eligibility tab is shown below: 

 
If confirmation of the bidder is sought on any of the eligibility conditions has been sought by 
the tendering department, the bidder has to select Yes / No radio button as a mark of 
compliance.  If such confirmation has not been sought, the radio buttons will not be available 
to the bidder (as is the case in the screenshot above). 
 
If the tendering department while creating tender document has allowed to bidder to submit 
remarks against any of the conditions, text input box will be available against the condition.  
However, if the tenderer has not allowed remarks against the condition, such input box will 
not be available to the user (as is the case in the screenshot above).  Remarks are mandatory 
if no option is selected by bidder in complied column.  
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Depending on the choice exercised by the tenderer while preparing tender the document 
uploading icons will appear in the Action column.  ( ) icon shows that uploading of 
document against the condition is Mandatory, ( ) button indications that document 
uploading is optional.  If the tender has not allowed document uploading against the 
condition, the document uploading button will not be available to the bidder. 
 
After choosing the compliance radio option (if allowed by tenderer), entering the remarks 
and uploading the documents the user shall click on the Confirm / Save as Draft button.  
 
Uploading of documents 
 
To upload the a  document the user has to click on the document upload icon which opens the 
Attach Documents page as shown below: 
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At the top of the page the condition against which the document is going to be uploaded is 
mentioned.  The user has to enter the description / subject of the document in the space 
provided for the same (Min. 5 characters, Max. 35 characters), and click on the Select file to 
Upload button.  This opens PDF signer as shown below:  

PDF Signer 

 
The PDF signer consists of two parts, the upper part for selection of document to be uploaded, 
and the lower part for selection of Digital signature for signing of the document.  The 
document can be selected by clicking on the Browse button in the upper path, browsing 
through the computer and selecting the file to be uploaded.  After selecting the desired 
document, the user has to select his signature in the lower part (the DSC token should be 
inserted in the computer beforehand).  Clicking on the Sign signature button thereafter signs 
and uploads the document as shown below.  ( ) symbol indicates that at least one file has 
been uploaded against the condition. 

Document 
Selection 

DSC Selection and 
Document Signing  
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All the documents uploaded against the condition are listed at the bottom of the page.  The 
bidder can delete any of these documents by clicking on the delete button (  ).  Multiple 
documents can be uploaded against a tender condition.  The document upload icon in the 
Action column turns green if at least one document is uploaded against the tender condition. 

 
5.4.4. Compliance Conditions Tab 

Clicking on the Compliance Tab name in the Tabs Bar opens the Compliance Conditions Tab 
as shown below: 
 

 
 
The Compliance tab shows the Technical Compliance, Commercial Compliance and 
Miscellaneous compliance conditions that have been included in the tender by the tendering 
department.   
 
If confirmation of the bidder on any of the eligibility conditions has been sought by the 
tendering department, the bidder has to select Yes / No radio button as a mark of compliance.  
If such confirmation has not been sought, the radio buttons will not be available to the bidder. 
 
If the tendering department while creating tender document has allowed to insert remarks 
against any of the condition, text input box will be available against the condition.  However, 
if the tenderer has not allowed remarks against the condition, such input box will not be 
available to the user.  Remarks are mandatory if no option is selected by bidder in complied 
column.  
 
Depending on the choice exercised by the tenderer while preparing tender the document 
uploading icons will appear in the Action column.  (  ) icon shows that uploading of 
document against the condition is Mandatory, ( ) button indications that document 
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uploading is optional.  If the tender has not allowed document uploading against the 
condition, the document uploading button will not be available to the bidder. 
 
After choosing the compliance radio option (if allowed by tenderer), entering the remarks 
and uploading the documents the user shall click on the Confirm / Save as Draft button. 
 
Uploading of documents 
 
The procedure to upload the documents is described in para 5.4.4 above.  
  

5.4.5. Deviations Tab 
Clicking on the Deviations Tab name in the Tabs Bar opens the interface for submission of 
deviations from the tender conditions 

 
The bidder can submit Technical deviations (related to specifications, drawings or any 
technical requirements) or Commercial deviations (related to any commercial condition of 
tender) by choosing the suitable radio button against the Deviation Type field.  After filling in 
the details in various fields, the bidder has to click on the Save As Draft button to save the 
details. 
 
If a deviation is quoted by the bidder, he has to tick the check box at the bottom of the page.   
 

 Bidders are advised to read the clauses mentioned at the bottom of deviations page 
carefully before ticking the check box, as quoting deviations against certain 
conditions may lead to summary rejection of their offer. 
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5.4.6. Performance Tab 
Clicking on the Perform. Tab name in the Tabs Bar opens the interface for adding performance 
details as shown below. 

 
Bidders are required to fill in all the required details in the fields provided and click on the 
Save button.  After the details have been saved in, the bidders have to upload copy of Contract 
document / Purchase order as well as the proof of execution of the contract (Receipt Note or 
Completion report issued by the consignee) by clicking on the ( ) and (  ) respectively.  
Uploading of both these documents is mandatory.  The bidder can edit the saved details or 
delete any record by clicking on the ( ) or ( ) icons respectively. 
 

5.4.7. DOCs Tab 
The DOCS. Tab allows the user to upload miscellaneous documents against the tender.   
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The bidders should only upload those tenders through this tab which are relevant to the 
tender in hand.   
 

 Bidders should refrain from attaching general documents like Company profile etc. 
through this tab unless the tender conditions specifically seek these documents.  Such 
general document like company profile etc. should be uploaded only once through the 
View / Upload documents link in the Documents section in the left navigation block of 
the Home page as public documents.  All such public documents uploaded by the bidder 
can be seen by the tendering authority.   

 
Please enter the description for the document in the relevant field, and click on the Select file 
to Upload button.  This will open PDF Signer window.  The rest of the procedure is the same 
as described in Para 5.4.3 above.   
 
The documents uploaded through this page will appear under the heading Bidder’s 
documents (attached through current tab).  All the documents attached by the bidder 
through other tabs (Eligibility, Compliance etc.) can be seen by clicking on the link Bidder 
Documents (attached through other tabs) at the bottom of this page.  The uploaded 
documents can be viewed / downloaded by clicking on the file name of the document.  The 
delete icon in the Actions column allows the bidder to delete any uploaded document. 

 
5.4.8. Responsiveness Tab 

 
This tab shows the responsiveness conditions applicable to the tender, as described in detail 
in Para 5.4 above.  

 
The page also displays the name of the user who accepted the responsiveness conditions 
before accessing the bidding page.   
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5.4.9. Fin. Offer Tab (Financial  Offer) 
 
Clicking on Fin. Offer tab brings up the Financial Offer Page where the bidder can submit his 
rates against the items included in the tender as shown below: 

 
As can be seen from the screenshot above, the page displays all the items included in the 
tender one after the other.  There is also a selection panel which lists all the item codes for all 
the items.  If the tender contains groups of items, the selection panel also contains the group  
codes.  Clicking on any item code expands the rate panel for that item and collapses the rate 
panels for all other items as shown below: 

 

Collapsed Rate Panel 

Expanded Rate Panel 



                              Indian Railways E-Procurement System 
____________________________________________________________________________________________________________________________________________________________ 

IREPS - Goods & Services: User Manual for Vendors  57 | P a g e  
 

  icon in the selection panel collapses the rate panels for all the items (as shown below), 
whereas  icon expands the all the rate panels. 

 
,,,,,, 
Similarly,  icon against an item collapses the rate panel for the item, whereas  icon 
expands the rate panel for the item. 
 

  icon against an item clears all the details that the user has filled in in a rate panel. The same 
icon in a group row (if the tender contains groups of items) clears all the details that the user 
has filled in for all the items of the group. 
 

  icon against an item validates whether all the mandatory details have been filled in by the 
user for the item.  The same icon against a group validates whether all the mandatory details 
have been filled in by the user for all items of the group. 
 
The screenshot below shows a rate panel for submission of Indigenous offer for Goods type 
item, covered under GST law, for evaluation criteria- Itemwise Consigneewise. 

 
 The rate panels vary depending on item type (Goods, Services or AMC items), 

applicability of GST for the item (GST – Y in the item row indicates that GST is 
applicable, whereas GST- N indicates that the item is not covered under GST Law), 
and offer type (Indigenous or Import offer).  

 
 The different types of rate panels have their own peculiarities which are described 

below: 
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Itemwise Consigneewise evaluation Criteria  
 
 Goods Type Item- Indigenous Offer 
 
 The rate panel for this variation is shown above.  The following important points may 

be kept in mind while dealing with this variation: 
 

i. The fields with red background indicate mandatory fields.  The basic rate has to 
be entered before entering any other details.  After entering the basic rate, other 
mandatory fields become available for entering details as shown below: 

 
 After entering the basic rate, you have to click anywhere outside the basic rate 

input field to enable other fields.  Similarly, after values have been entered for 
any parameter, please click outside the input cell to proceed further.  

 
Consignee level fields like GST type and rate, freight charges and Other charges –
II get enabled only after you enter the offer quantity for the consignee. 
 

 If you intend to quote for full tender quantity for any consignee, just click on 
the tender quantity, and the same gets copied in the offered quantity field.  If 
you want to quote for full tender quantities for all the consignees, click on the 
label ‘Tendered’ just above the tendered quantities, and the tender quantities 
for all the consignees get copied in the offered quantity fields. 

 
ii. Other Charges-I:  These charges, if quoted, will be applicable for all consignees. 

 
Other Charges I Description Other Charges I Unit 

Other Charges I rate 
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The bidder has to select Other Charges I Unit before entering the description or 
rate for such charges.  These charges can be quoted either as %age of discounted 
basic rate, or in Rs./Unit. 
 

iii. Other Charges-II:  These charges are applicable to the consignee against which 
these have been quoted. 

 
 
As in the case of Other Charges-I the unit (i.e. Rs/Unit or %age of discounted basic 
rate) has to be selected before adding the description or rate for these charges.   
 

 If these charges are not to be quoted for one of the consignees, please add 
description Not applicable and the rate as 0. 

 
iv. In case of Itemwise Consigneewise criteria bidders are allowed to quote for any 

quantity between 0 and the tendered quantity for the consignee.   In such cases, 
the bidder may fill in 0 quantity if he doesn’t intend to submit his offer for a 
particular consignee.  If the bidder does not intend to submit his bid for all 
consignees of an item, nothing should be filled in in any fields in the rate panel for 
the item. 
 

 If you have entered the basic rate or any other details in the rate panel, but 
later decide not to quote for the item, click on the  icon against the item to 
clear the contents of the rate panel. 
 

v. In case of Itemwise Consigneewise criteria the all-inclusive rate will be calculated 
and shown against each consignee.  This is however shown only after the offered 
quantity other than 0 is entered. 
 

vi. If GST is applicable for the item, the Excise duty is set to Nil by default, and the 
bidder will not be able to change it.  The bidder is allowed to quote Excise duty if 
the item is not covered under GST law. 

 
 

Other Charges-II 
Description 

 

Other Charges-II Unit 

Other Charges-II Rate 
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Service type item- Indigenous as well as Import Offers 
 
The rate panel for this category is similar to that for the goods type item described 
above, except that the bidder is not allowed to quote Packing Charges, Forwarding 
Charges, Freight Charges, as well as Excise duty as these are not applicable to service 
type items. 

  

 
 

AMC type item- Indigenous as well as Import Offers 
 
The rate panel for AMC type items is shown below.  Depending on the number of 
warranty years specified in the tender, a row is created for each AMC year for quoting 
the rate. 

 

1 

2 

1 
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As can be seen, each rate panel pertains to a consignee.  Based on the rate of 
discounting specified in the tender, the Net Present Value (NPV) is calculated and 
shown on the page.   

  
Goods Type Item- Import Offer 

 
 In case of Global tenders, after making payments the bidders has to first confirm 

whether he is going to submit Indigenous offer or Import offer.  

 
After making this selection, the bid submission interface opens exactly in the same 
manner as in case of indigenous offers.  The bidder has to fill in all pages other than 
Financial Offer page in the same manner as in case of indigenous offer.   
 

2 

3 
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On Fin. Offer tab the bidder has to select all the foreign currencies which he intends 
to use in his offer (considering all items).  Depending on the permissions granted by 
the tendering authority while creating tender, the bidder may be allowed to choose 
upto three foreign currencies.  The currencies so selected can be modified later by 
clicking on the Edit (  ) icon in the currency row 

 
 After saving the currency options, the Financial Offer interface comes up: 

 
 The bidder has to select currency (as shown above) before quoting other rate details 

for an item.  Depending upon the permissions granted by the tendering authority the 
bidder may have the option to quote rate for an item in one or more (max. upto 4 
currencies).   

 
 The rate for an item shall be the sum total of the rates quoted in various 

currencies after converting all of them in INR by applying the exchange rate.  
 
The following screenshots shows the steps involved for filling up the rates for an item. 
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Currency selection 

 

Entering FOB Price per unit, Basis of offer and Offered quantity 
 

Entering all other details 

 

1 

3 

2 
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Selecting another currency, if allowed (Optional step)  
 
 The rates and other details for 2nd currency (or subsequent currencies) can be filled 

in in the same manner as for the first currency. 
  

 The rate for an item shall be the sum total of the rates quoted in various 
currencies after converting all of them in INR by applying the exchange rate.  

 
Itemwise evaluation Criteria  

  
 The rate panels and the steps involved in quoting rates in case of Itemwise evaluation 

criteria are more or less same as in case of Itemwise-Consigneewise criteria, except 
for the following differences. 

 
i. The bidders have to quote for full tender quantities and no change in quantities 

are permissible. 
 

ii. The all-inclusive rate is not shown for individual consignee, but for the item as a 
whole {sum of (quantity * all inclusive rates) for all consignees of the item} in the 
item description row. 

4 
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iii. The bidder can choose not to quote for any item (if there are more than one 
items in the tender).  If rate or any other details have been entered by mistake, 
just click on  icon to clear the details. 

 
Groupwise evaluation Criteria  

 
The rate panels and the steps involved in quoting rates in case of Groupwise 
evaluation criteria are more or less same as in case of Itemwise-Consigneewise 
criteria, except for the following differences. 

 
i. The bidders have to quote for full tender quantities for all the items in a group 

and no change in quantities are permissible. 
 
ii. The all-inclusive rate is not shown for individual consignee, but for the item as 

a whole {sum of (quantity * all inclusive rates) for all consignees of all the 
items} in the Group description row. 

 
iii. The bidder can choose not to quote for any Group (if there are more than one 

Groups in the tender).  If rate or any other details have been entered by 
mistake in any item in the group, just click on  icon against the group 
description to clear the details. 

 
M&P Tenders:  This is a sub-type of Groupwise evaluation criteria in which the 
Goods, Service and AMC type items are further subdivided in the following Sub Types: 
 

Item Type Item Sub-type 
Goods Type Basic Machine 

Concomitant Accessory 
Optional Accessories 
Essential Spares 
Optional Spares 

Service Type Essential Services 
Optional Services 

AMC AMC 
 
The rates of Optional Accessories, Optional Spares and Optional Services are not 
added to work out the rate for the group as a whole, neither are these rates 
considered for working out the inter-se ranking.  
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Total Valuewise evaluation Criteria  
 

The rate panels and the steps involved in quoting rates in case of Groupwise 
evaluation criteria are more or less same as in case of Groupwise criteria, except for 
the following differences. 
 

i. The bidders have to quote for full tender quantities for all the items in the 
tender and no change in quantities are permissible. 

 
ii. The all-inclusive rate is not shown for individual consignee, item or group but 

for the tender as a whole {sum of (quantity * all inclusive rates) for all 
consignees of all the items}. 

 
5.4.10. Submit Offer Tab 

 
Clicking on the Submit Offer Link in the Tabs Bar opens the last tab which is meant for final 
submission of the offer by the bidder as shown below: 

 
On opening of this page the Undertakings/ Declarations to be given by the bidder are 
displayed.  The bidder is required to click on the check box at the end of Undertakings/ 
Declarations as a mark of acceptance of these Undertakings/ Declarations.   
 
A Checklist is also presented to the bidder listing out some of the critical parameters to be 
checked by bidder before submission of his offer. 
 
The Undertakings/ Declarations and Checklist may vary from tender to tender, depending on 
the tendering department’s requirements, and there is a possibility of there not being any 
Undertaking/ Declaration/ Checklist item for a tender. 
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 On ticking of the checkboxes the Undertakings/ Declarations & Checklist sections 
collapse as shown below.  The sections can be expanded again by clicking on the + 
buttons shown on the page. 

 
The Digital Signing Certificate Token of the bidder should be inserted in the USB drive of the 
computer before proceeding further.  The bidder is required to enter his file reference (which 
may be used by the tendering department for correspondence) and click on Encrypt and 
Submit button to submit his bid.  This will open up the Web signer for Digital Signing of the 
offer.   

 
The bidder has to select his Digital Signing Certificate, and enter his DSC token password if 
prompted to do, and click on Select button.  The bid of the bidder shall be encrypted, and then 
it shall be submitted to the IREPS database server.  The bidder shall receive a confirmation 
regarding bid submission, and the list of data, documents submitted shall also be displayed 
as shown below. 

   
This completes the bid submission process. 
 

Click to expand 
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5.4.11. Submission of Revised Offer 
 
Clicking on the bidding icon in the action column in the My Tenders- Live folder on the Home 
page opens the following page that shows the bid ID and other relevant details of the bid 
previously submitted by the bidder, as shown below: 

 
To submit revised bid the bidder has to click on Submit Revised Bid Button in the Action 
column.  This will again open the Bidding interface, and the bidder has to follow the steps 
detailed in para 5.4.1 to 5.4.10 above to submit his revised bid.  The revised bid submitted by 
the bidder supersedes the earlier bid.  Only the last bid submitted by the bidder shall be 
considered for evaluation and the earlier bids shall be ignored. 

 
5.5. View My Offer (  ).  Through this icon the Vendors can view the bid submitted by them 

against the tender.  This icon is visible only after the tender has been opened.  The icon is 
available in the My Tenders- Closed folder in the Middle Body of the Bidder Home Page. 

 
5.6. View Financial Tabulation (  ):  Firms who have submitted their offer against an Open 

Tender can view Financial Tabulation Statement auto-generated by the system immediately 
after opening of the tender through this link.  Financial Tabulation is a comparative statement 
of the financial terms (rates, taxes & duties etc.) quoted by various bidders. 

 

5.7. View Techno-Commercial Tabulation (  ):   Firms who have submitted their offer against 
an Open Tender can view Techno-Commercial Tabulation Statement auto-generated by the 
system immediately after opening of the tender through this link.   
 
Techno-commercial Tabulation is a compilation of various Technical and Commercial 
Conditions quoted by various bidders. 

 

5.8. View Negotiation Letter (  ):   Firms who have been invited for negotiations can view the 
negotiation letter through this icon in the folder My Post Tender Activities – Negotiations. 

 
5.9. Submit Negotiated Bid (  ):   Clicking on this icon brings up the interface for submission of 

negotiated bids.  This link is available in the My Post Tender Activities- Negotiations 
folder.  The link is available only upto the closing date and time for submission of negotiated 
bids.  The process for submission of negotiated bids is described below.   

 
The negotiated bid submission interface has multiple tabs namely Declaration form, Fin. 
offer, Remarks and Submit Offer 
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Declaration Form Tab 
This tab is meant for submission of declaration by the bidder regarding validity of original 
offer in case of negotiations.  The bidder has to select date upto which the original offer shall 
remain valid.  The date selected should be at least 30 days from the closing date for 
submission of negotiated bids.  The bidder has to tick the check box available on the page 
otherwise he will not be able to submit the negotiated offer. 
 
Financial Offer Tab 
This tab is meant for submission of revised rates, taxes and duties and other charges: 

 
The rate panels that are presented for submission of financial offer are the same as are 
applicable for submission of original bids, except that the last rates quoted/ accepted by the 
bidder (original rates, or rates quoted/ accepted in any previous round of negotiations, 
counter offers etc.) are already mentioned in the rate panel.   Furthermore, the following 
restrictions are applicable: 
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i. In case of indigenous offers, or in case of Service/ AMC item types for import offers 
the Basic rates, Packing Charges, Forwarding Charges, Freight Charges, Rates of Sales 
Tax/ GST/ Excise duty etc. (wherever applicable) cannot be increased. 

ii. Unconditional Discount cannot be decreased. 
iii. Type of charge i.e. ED Type, Sales Tax Type, Other Charges – I and Other Charges- II 

Unit and Description etc. cannot be changed. 
iv. Offered quantity cannot be modified. 
v. In case of import offers Basis of offer cannot be changed, FOB charges, Insurance 

Charges, Agency Commission and Transit freight charges cannot be increased. 
 
Remarks Tab 
This tab is meant for entering remarks for various purposes like withdrawal of deviations, 
clarifications etc.  This tab is available only if the bidder has permitted the same while issuing 
the negotiation letter. 

  
Submit Offer Tab 
This tab is meant for submission of the complete negotiated bid, and it works in the same 
manner as the submit offer tab for the original offer. 

 
The bidder has to fill in the required details in all the tabs, and then click on the Encrypt and 
Submit button to submit negotiated offer. 
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5.10. View Counter Offer Letter (  ):   Firms who have been issued counter offers can view the 
counter offer letter through this icon in the folder My Post Tender Activities – Counter 
Offers. 
 

5.11. Submit reply to Counter Offer (  ):   Clicking on this icon brings up the interface for 
submission of response against a counter offer issued by the tendering department.  This link 
is available in the My Post Tender Activities- Counter Offers.  The link is available only upto 
the response date stipulated by the tendering authority for submission of reply to counter 
offer.  The bidder is required to choose acceptance or rejection of counter offer in the 
Response field.  In case of rejection, it is mandatory for the bidder to give reasons for rejection 
of counter offer in the remarks column. 
 

 
 
 After entering all the required details the bidder is required to click on Sign & Submit button.   

This will bring up the signer window.  After completing the digital signing process the 
response will be submitted to the tendering authority.  Bidders are advised to exercise dur 
care and caution in submission of the response, as the same cannot be withdrawn or modified 
after submission. 

   
5.12. View Letter of Acceptance (  ):   Firms who have been issued Letters of Acceptance (LOA) 

can view the same through this icon in the folder My Post Tender Activities – Letters of 
Acceptance. 
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6. Miscellaneous 
 

6.1. Reset Password using Digital Signing Certificate (DSC) 
Users can reset their password (especially lost/ forgotten password) through the links 
available on the login page as shown below: 
 

 
Clicking on the Click Here to Reset Password Using DSC brings up Change Password 
popup as shown below: 
 

 
On entering his E-Mail ID (user name), and clicking on Submit button the user is presented 
with the Change Login Password Page.   
 
At this point of time the DSC of the user should have been inserted in USB drive of the 
computer.   
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The user is required to Enter/ Re-Enter the new password and click on Sign & Submit button.  
This opens the web signer applet as shown below: 

 
The user is required to select his DSC from the list and click on the Select button.  If prompted 
to do so, the user is required to enter his DSC token password.  This resets the user password.  
The user can login into the application using his username (Email ID) and the new password. 
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6.2. Change Digital Signing Certificate 
Digital Signing Certificates have limited validity.  Users may be therefore required to change 
their DSC.  This can be done through the link available on the login page as shown below: 

 
Clicking on the Click Here to Change your Signing Certificate brings up Change Digital 
Signing Certificate page as shown below: 

 

 
 
 The user is required to enter his User Name and Password on this page and click on Submit 

button.  This opens a new page as shown below. 
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Hitting the Click here to Update your Digital Signature Certificate button opens the web signer 
applet as shown below: 

 

  
 

Please select the Old Certificate which the user wants to replace from the list of 
certificates (this will show up only if the DSC token is already inserted into USB drive 
of the computer), and click on Select button.  
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This opens another signer window on which you are now required to select your new 
certificate (which appears in the list if the DSC token is already inserted in USB drive 
of the computer), and click on the Select button as shown below 

 

 
 

This changes the certificate and you will get a message to this effect as shown below: 
 

 
 

This completes the process of changing DSC. 
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7. Disclaimer 

 
7.1. Bidders may please note that the IREPS software is continuously being upgraded and 

the Pages/ Forms shown or referred to in this manual may be subject to changes.  
Bidders are advised to keep themselves updated with the latest changes, by referring 
to the latest versions of user manuals available on the website, and by taking note of 
the messages sent by the IREPS administrator from time to time.  Bidders should also 
make themselves fully acquainted with all the available templates/forms, before 
they submit their offer.   
 
Though every care has been taken to describe the features/ process of the 
application accurately, some errors may have crept in inadvertently.  In case of any 
doubt/ discrepancy please contact helpdesk immediately. 
 
No claim shall be entertained from a bidder, on account of non-familiarity with the 
any of the templates and forms available on the IREPS website, or on account of any 
variation between the forms/ pages shown in this manual vis-à-vis the forms / pages 
available in the application. 
 

 
 
 
 

 


