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1. Get yourself enrolled online  
 

2.  Login with your login id,  
password and  DSC 
 

 
Fill the Turnover details in Bidder Space: 
( Up to previous five years, if available 
else  fill the data as available with you ) 
 

Search Active Tender by 
putting Keyword only in the  
appropriate text box  and 
make the desired Tender as  
Favourite by Clicking on the 

tick (� ) mark.  

Go to My 
Tender and 
view  the 
Tender 

1.Download NIT Documents , drawings  
etc. for your reference only.  
 
2. Download Bill of Quantity(BOQ) and 
save it in your local computer without 
changing filename  preferably in the 
Desktop. 

1. Agree to the online terms and condition 
2. Fill the details as per on-line Forms  

a. Application fee and EMD 
b. General Technical Evaluation(GTE) Data 
c. Work Experience details  

3. Encrypt and upload Scanned Documents( Application fee 
and EMD)  in cover  I  

4. Encrypt and upload BOQ in cover II . 

Freeze Bid submission and get the acknowledgement. 

ON LINE BID SUBMISSION (WORKS) 
ROAD MAP 

 

1.For Bid Modification  Go to My Bids. 
2.Detailed Guideline is available in user manuals under DOWNLOAD link in home page 

Start bid submission with “Pay offline”  
Button which you can find while viewing 
the Tender details at the bottom of the 
page and follow the online instructions. 

1 Scan the EMD & Application 
Fees instruments being 
submitted by you. 
2.MACRO should be enabled in 
your Excel Software system 
with security level set at  
“medium” or “low” 
3. Fill the BOQ in the 
downloaded document and 
save it. 
3.  Read the NIT  and other 
documents for detailed 
information 
 



 

1. Get yourself enrolled online  
 

2.  Login with your login id,  
password and  DSC 
 

Search Active Tender by 
putting Keyword only in the  
appropriate text box  and 
make the desired Tender as  
Favourite by Clicking on the 

tick (� ) mark.  

Go to My 
Tender and 
view  the 
Tender 

1.Download NIT Documents , drawings  
etc. for your reference only.  
 
2. Download Bill of Quantity(BOQ) and 
save it in your local computer without 
changing filename  preferably in the 
Desktop. 

1. Agree to the online terms and condition 
2. Fill the details as per on-line Forms  

a. Application fee and EMD 
b. General Technical Evaluation(GTE) Data 
c. Work Experience details  
d. Working Capital details of the Bidder 
e. Select Equipments from the list 

3. Encrypt and upload Scanned Documents( Application 
fee and EMD)  in cover  I  

4. Encrypt and upload BOQ in cover II. 

Freeze Bid submission and get the acknowledgement. 

ON LINE BID SUBMISSION (SERVICES) 
ROAD MAP 

 

1.For Bid Modification  Go to My Bids. 
2.Detailed Guideline is available in user manuals under DOWNLOAD link in home page 

Start bid submission with “Pay offline”  
Button which you can find while viewing 
the Tender details at the bottom of the 
page and follow the online instructions. 

1 Scan the EMD & Application 
Fees instruments being 
submitted by you. 
2.MACRO should be enabled in 
your Excel Software system 
with security level set at  
“medium” or “low” 
3. Fill the BOQ in the 
downloaded document and 
save it. 

 
Fill the Equipments details in Bidder 
Space (All the equipments owned by the 
Bidders are to be entered) 
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Bid Submission module enables the tenderer/bidder t o submit bids online. The 
tenderer /bidder should be a DSC registered user. 

1 Getting Started 
1.1 Logging On 

           1. Access the E-Tendering web application by typing  the following address, 
or Universal Resource Locator (URL), in your Web Br owser and pressing <Enter>: 

http://mcltenders.gov.in
         2. Select a method to log on: 

 Logging on the first time 

    Enter the Loginid and password and click ‘ Submit ’. Loginid and password are 
case sensitive 

 Logging on using the e-token 
          a. Insert your e-token into the USB port 
          b. Click ‘ Secure Login ’.
          c. Choose the certificate from the List. 
          d. Click ‘ Login ’.
          e. Then enter the Login and Password and click ‘ Login ’.
When the authentication process is successful, you are logged on to the E-
Tendering application. 

Enter Login ID  

Enter Password   

 Click on Login 



After Clicking on “Login” the Following Page Will Ap pear. 

2.CHANGE PASSWORD 
To Change Password enter  all the fields as per passwo rd policy
showed on the right hand side. Click on the “ Submit”  Button. 

 After Clicking on the “Submit” button, the followin g page will 
appear.

After Entry Click 
on The Submit



After Clicking on “Home”  it will show the following page 

Click On the 
Home



Enter the Correct Login Id and Password. Then Click  on the “Login” button.
The Following Page Will Appear. 

Enter Login ID  

Enter
Password

After Enter Login Id and 
Password Click on Login 
Button



3. Bid Management : (DSC Register) 
The bidder should log on to the e Tender System usi ng the User Login option on 

the right side with the Login Id and Password with which he / she has 
registered. After successful logon a welcome messag e and menu options will be 
displayed.

Click the link ‘ Click here to register Digital Signature Certificat e’ to 
register the Digital Signature Certificate. 

Insert the e-token in the USB port. The following pa ge will be 
displayed.

[ NOTE : How to register the Digital Signature Certi ficate (DSC)? 
Registering the Digital Signature Certificate is a one time 
activity. DSC can be obtained from TCS/ Sify / (n) Code/ MTNL or 
other authorized agency  as approved by Controller of Certifying 
Authority, Govt of India. After getting the DSC, in stall the driver 
which comes in a CD along with the DSC. Once the dr iver is 
installed, the DSC is ready for use. ]

Click to register 
Digital
Signature



After Clicking on “Signing Certificate” the Followi ng Page Will Appear. 
Choose the Certificate Name from the Digital Certif icate Signing. 
Then Click on the “OK” button. The Following Page W ill Appear. 

Click to register
Digital Signature

Select the 
Certificate Name After Selecting the Certificate 

Name Click on the OK button. 
Following page Will Appear 



After Clicking on the “OK” Button the Following Pag e will Appear. 

Click on the Ok 



4.   Bid Submission 

Access the E-Tendering web application by typing th e following address, or 
Universal Resource Locator (URL), in your Web Brows er and pressing <Enter>: 

https://mcltenders.gov.in

Then enter the Login and Password and click ‘ Login ’.

When the authentication process is successful, you are logged on to the E-
Tendering application. And the following page will appear. 

Enter Login ID  

Enter Password   

 Click on Login 



 Logging on using the e-token 
          a. Insert your e-token into the USB port 
          b. Click ‘ Secure Login ’.

After Click on “ LOGIN”  the Following page will appear. 

Enter Login  





5. EQUIPMENT DETAILS 

After clicking on “ Equipment Details”  link following page will appear. 

Click on Equipment Details 

Select Equipment  
name from combo 
box 



Select “ Equipment name”  from combo box. And enter “ Gross Weight”  , 
“Unladen Weight  “, “ Other Equipment ” ,” Registration/Invoice No *” etc. 

After entry  of all the Equipments the following pa ge will appear . Then click on 
“ save” b utton

After Clicking  “Save”  button following page will come with message. 

Click on save 



“Equipment Details 5 of 5 have been added successfu lly”  will come. 
Means you have saved five Equipments. To view  the  Equipments Click on 
view

After clicking on view the following page will appe ar 

Click on View



6. BIDDER TURNOVER DETAILS 
Click on “ Bidder TurnOver Details”

After Click on B idder TurnOver Details   following page will appear. 

Click on Bidder TurnOver 



After entering all the Turnover and Chartered Accou ntant details Click on 
Submit button. 

After Clicking the Submit button the following page  will appear. 

Repeat this process to enter the Annual turnover of  last five  financial 
years

  Click on Submit 



7. Bid Submission 
    7.1  Search For Relevant Active Tender 
Select the ‘Search Active Tenders’ option on the left side.

The Following Page will appear. 

You can search on Tender 
Reference No, Tender Title and Keyword. Keyword is mandatory and it finds the 
match in Tender Title, Work Description, Qualificat ion and Technical 
Description.

Click on Search Active Tenders

Click  on Submit 



After Searching is Completed click on “Submit” Butt on. The following page 
will appear. 
After entering the details, click ‘ Submit’ . All active tenders that satisfy the 
search condition will be displayed. Select the appr opriate tender and make it as 
favorite by clicking

After Clicking on “Favourite” the following page wi ll appear. 

When prompted with the message, ‘ Do you want to add this to your favourite 
list? ’, click ‘OK’. The following page will be displayed  with a message, ‘This 
tender is set as your favourite successfully’. The following page will appear. 

Click  on Favourite 

Click  on Ok



The selected tender will move to the My Tenders folder.

7.2 Bid Submission For The Selected Tender 
The bidder should keep all the documents including the BOQ in the 
prescribed format ready as per the tender. Payment can be made online / 
offline. Select ‘ My Tenders ’ on the left side. The tender which has been 
added as favourite will be displayed. 

Click My Tender

Click view



Click ‘ View’ and the tender details will be displayed.



Place bid by clicking ‘ Pay Online’ or ‘ Pay Offline ’ option available at the end 
of the form. 

7.3 Offline Payment 

Select ‘ Pay Offline’ and you will be redirected to the Terms and 
Conditions page. 

Click On Pay Offline

 Click Pay offline 

Click on I Agree

Click on Submit



Read the Terms and Conditions carefully and select ‘ I Agree ’ or ‘ I
Disagree ’ and then click ‘ Submit ’ .

The following form to enter the EMD Payment details  appears. 

Instrument Type * Select the type of Instrument (DD  / Cheque) 

Instrument Number * Select the type of Instrument ( DD /Cheque) 

Issued Date * Date of issue of the Instrument 

Expiry Date * Date of Expiry of the Instrument 

Amount * Amount in the Instrument to be entered 

Issuer Details * Details of the Bank that issues th e DD /Cheque 

Challan Number Challan Number 

Account Number Account Number 

Enter the Tender Fee Amount details as shown below and Click ‘ Save ’.
Then click ‘ Next’ . You will get the screen as given below.



Click on “Next” the EMD amount page will appear and  Enter the Tender Fee 
Amount details as shown below and Click ‘ Save ’.
Then click ‘ Next’ . You will get the screen as given below.

 Click Save 

 Click Next 



The offline Payment Details will be displayed. Chec k the amount. You can 
also edit the Amount using the ‘ Edit ’ option. Similarly more than one 
payment can be entered till the total Amount tallie s with the EMD Amount 
given. If the bidder asks for the discount exemptio n, he has to check the 
discount given. Otherwise, discount will not be exe mpted. After entering 
the EMD details, the summary of the payment details  as shown below is 
displayed. And click on the Next. 

Click Save

 Click Next 

 Click Next 



Click on the “Next” the Bidder General Technical De tails page will appear 

From Bidder General Technical Details Select Value from all the Combo Box
According to the bidder Eligible.  then Click on th e Verify. 

After Clicking on “Verify” the following page will appear. And Click
On “ Save & Continue” 

Select Value

Select Value



After Clicking on “Save & Continue” the following p age will appear. 
Select all the Equipments Details and then click on  the Save & Continue 

After Click on the “Save & Continue” the following page will appear. 

Select Value

Click on 
Save & 
Continue



Enter the Requirement fields such as 
 Name of the Charted account
 Membership Number 
 Working Capital(Rs) 
 Certificate Issued date and Date on WC Available sh ould not be more 

than Least Date of Issue of Certificate and Least d ate on which WC 
should be available. 

After Enter all the fields click on the Save  and then Verify the
following page will appear. 
Working Capital compiles with the required working capital and click on 
the Save & Continue 

After Clicking on the Save and Continue the followi ng page will appear 
with a message and click on the “Encrypt and Upload” .

Click on Verify

Click on Save & 
Continue



After clicking on “ Encrypt& Upload” button tender cover page will come. 
Then  Click on Free/PreQual/Technical  icon. 

Click on Encrypt & Upload 

Click on 
Fee/Prequal/Technical 



After Click on Fee/PreQual/Technical  icon following page will come. 
Here you can upload all technical documents which a re in PDF format. 

By clicking the Browse button, we will select the d ocument where We have
Locally saved the documents in our computer. The fo llowing page will 
appear.



After Clicking on  “Verify”  button “Verify document confirmation” page 
will come .Select the Check box and Click on “ Confirm” button

After Clicking on the Verify Button the following p age will appear. 

Click on Verify 

Click on Confirm 
Click here for select 



After Clicking on “ Encrypt & Upload ” A warning PopUp will come. 
Click on ‘Ok’.

After Clicking on Ok the following page will appear . 

Click Encrypt & Upload

Click OK 



A  Pop Up displaying message ‘Bid documents have be en encrypted and Uploaded 
Please Click ‘Ok’ button to proceed’  will come. Th en click on’ Ok’ button. 

After Clicking “OK” the following page will appear.  And to upload
The financial packet to click on  the Financial ico n. 

After Clicking on Financial Cover the following pag e will appear. 

Click OK 

Click on Financial 



To Upload the Finance packet click on the browse. A fter browsing the 
document click on the ‘Verify’ button. 

After Clicking on  “Verify”  button “Verify document confirmation” page 
will come .Select the Check box and Click on “ Confirm” button

After Clicking on Conform the following page will a ppear. 

Click on Verify

Click Browse

Select here 
Click on Conform 



After Clicking on “Encrypt & Upload” the following page will appear. 
Click on “OK”

After Clicking on the Ok button the following page will appear. 

Click on Encrypt & Upload

Click on Ok



A  Pop Up displaying message ‘Bid documents have be en encrypted and Uploaded 
Please Click ‘Ok’ button to proceed’  will come. Th en click on’ Ok’ button. 

After Clicking on the Ok the following page will ap pear. And clicking
On “ Freeze Bid Submission”

After Clicking the Freeze Bid Submission  the Bid Conformation Id will get 
 And the following page will appear. 

Click on Ok 

Click on Freeze Bid Submission 



                                          (Bid summary of Bidder1) 

Similarly all bidders can submit their bids by maki ng EMD Payment and by 
uploading their documents. The pages confirming the  Bid Preparation is displayed 
for each bidder respectively.

You can take a printout of the bid summary using th e ‘Print ’ option available 
for reference and for participation in the Tender o pening process. 

Please note that Bid Submission can be done only up  to the Bid Submission end 
date and time. Bidder has to start the Bid Submissi on well in advance so that 
the submission process is smoother. For any other p roblem during bid submission, 
the bidder is responsible. 


