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1.1) Login Process

i) To Login into the system Open Internet Explorer = type https://wbtenders.gov.in in the
address box—> Click Enter.

Type https://wbtender.gov.in e

Figure 1.1.1. Opening the E-Tendering Portal

ii) After Opening the Portal. Click the “Continue to this website (not recommended)”
Option.

Click the Second Option

Figure 1.1.2. Opening the Login Page



iii)Now Login to the system by giving your Login ID and Password—> Click the Login Button.

Figure 1.1.3. Login into the Portal

1.2) DSC Login Process.

i)  While Login in into the system the Officers have to insert their respective Tokens in the
USB Port.
i) After the First Login you will get the Second Login Page Given in the Figure below:

For this type of messages

always Click the Continue
Button

For this type of messages
always Click here and then
Click the Run Button
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‘Welcome NIC DEMO USER WBDEPT 1,
Tenders by Organisation
SNo Alias Name Certificate Type Expiry Date Interim Days Status
Tenders by Classification 1. WBDEPTTHREE Signing 12 Sep-2014 12:00 AM 658 days Live
2 WBDEFTTHREE Endpherment 12-5ep-2014 12:00 AM 658 days Live
Tenders in Archive
You have registered with DSC, Please insert your DSC card for authentication.
Tenders Status Then dick the Login button to proceed
Cancelled Tenders

Figure 1.2.1. This is the DSC Login Process which is very authentic.

1.3) Creation of New Tender with Online EMD

i)First you have to create a new Tender and for that click the New Tender Option on the Left
Side. Given Below:

Master Management

»:| O Himrar Welcome HIC HELP

e Management

3

Tender Management E 5"‘.'EI'|C.‘-I"II_.'| ﬁ} .ﬂ.i-‘_i".'ir',' ,::,:n' the DF.-&'
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i e A Aerts
i. va Tand Click to Create New

& | View My Sasce List Tender

M Announcements

Bid Dpasndng
L
Bid Evaluation
"
W
#
»
Corrigendum

Figure 1.3.1. Creation of a new Tender



ii) After Clicking the “Create New Tender Call” you will get a list and at the Bottom of thelList Click
the Button mentioned as “Create New Call for Tender”. The List will be displayed only when you
have created some tenders or else it will be blank.

# | View My Space List
& | Duwnloaded Tenders

¢ Fra Tender Dotnils
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v Tenders

8id Evaluation
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Figuré 1.3.2. Creating a New Tender with Details in it.
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1.4) Basic Details Module.
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Figure 1.4.1. Filling the Basic Details



1.5) Cover Details Module.

i)  After Clicking the Next Button in the Previous Page/Module here you will get the Cover
Details Page, in which you have to prepare the Blank Cover/Space/Envelop where the
Bidders have to upload the Documents which you are asking as Statutory Documents.

ii) But try to remember that you are asking the Statutory Documents only but not the Non
Statutory Documents. Because the Non Statutory Documents is the space provided to
the Bidders from where they will only submit the documents automatically. Just
mention the Bidders to submit the Certificates, Credentials and so on in the NIT only,
but don’t provide any space for these documents.

iii) These spaces that you are creating are only for Statutory Documents i.e, NIT, Form
2911 i, Form 2, 3, 4 and so on.

iv) To Provide the Envelops/Space/Covers Click the Add Content Button shown in the
Figure below:

g S L= i eepnofficer L grmail.oom Sarvier Tima
Guvemme_r_a_t | login' 3 13-AL-2015 11:50 AM 13-Aug-2015 12:04:02 11 Home B Logm
eProcurement ¢ ;
System ‘N Government eProcurement System
TENDER MANAGEMENT
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e M L
I ey Nlll-Em.Eﬂ Basic Detads Cower Details NIT Document

& My Azcounis
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iz = T Add

s Croote Tender [ Tender List S.Mo | Cover Name Cover Typa CoverDocumeet(a] | | o rta)
Eri )
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Bybilighed Tan 4 e ——————
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s Tender Statis
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Technical cover
contents

# Archive Tendars

$ View My Space Liot

# Cownloaded Tenders
s FreTender Detads
I Bid Opening
s Tenders
I Bb;l Fwalualion
s lem Wice Evaluabon

s Techricsl Evalustion

P b il S B o e e e B W e A TR R WP LTV P P BT o b — TR
— = =

Figure 1.5.1. Creating the Cover Details




v)After Clicking the “Add Content” Button, on the Next Page give the Envelop Name and The
Format of the Document. The Portal Supports mainly two document format i.e., PDF and Excel
Format. For that you have to specify the Bidder that the Format of the Documents Should be in PDF

and BOQ must be in Excel Format.
vi)Give the “Document Description” name as Blank Envelop Name. Then give the document
type as PDF if the file is NIT, Form 2911 ii, Form 2, 3, 4, etc. Given in the Figure Below :

Give the Envelop name that
you are asking from the
Bidder. For Example : NIT

Select type as PDF. Then Click
Save

Figure 1.5.2. Creating the Technical Covers.

vii)Now after Saving the File again repeat the same process until and unless you are
completing the Envelops/Covers. Suppose the next blank Envelop is Form 2911 _ii, which the Bidder
should download from the Tender Docs and Upload the same just by digitally signing it.

viii)After completing all the Technical Cover Envelops/Cover Contents click the “Submit”
Button. And the spaces/Envelops that you have created will be shown in the Figure above.



Click the Next Button to
proceed further

Figure 1.5.3. After Creation of the Technical Cover Details.

No of Envelope/Space is
created as Statutory Cover
Document.

Click here to prepare the
Financial Cover/Envelop

Figure 1.5.4. Creation of Financial Cover Details.

ix)After Creation of the Technical Cover Details, Proceed Further to Prepare the Financial
Envelop/Cover. So repeat the same process for Financial Cover Also.




x)Try to remember that the Covers/Envelops you are creating for the Bidders must be
proper, or else it will result to a wrong tender Publishing. Suppose you are asking tender fee Scan
Copy from a Bidder and you are not providing any space to the Bidder. It will produce lots of
Problem while submission of the Tender.

After Entering the Document
Description and select the
document type as XLS and
click the Save Button

Figure 1.5.5. Preparation of the Financial Cover

xi)From the Figure above click the Add Content Button for Financial Packet.

xii)Give the Document Description as BOQ and Document type as .xlIs=> Click Save Button



Click the Next button to

proceed further.

Figure 1.5.6. Completion of creating the Technical and Financial Covers.

xiii)After Clicking the Save Button the Envelop will be shown in the Table = Then Click
the Submit Button.
xiv)After Completing the Cover Details Click the Next Button to proceed to the Further
Page.



1.6) NIT Uploading Process.

i) After completion of the Cover Details, you have to upload the NIT Document on the
next page. To do that Click Upload Button given in the figure below :

Click here to upload the NIT
Document.

Figure 1.6.1. Uploading Process of NIT Document Only

ii) After Clicking the Upload Button, Give the Document Description as NIT. After that Click
the Yellow “Browse” Button to find the NIT from your Machine/ Folders/ Drives.



Write NIT with Number
here. Ex. NIT9

Then Click the
Yellow (Browse)
Button

Figure 1.6.2.Process to find the NIT and attaching process.

iii) Then Find your NIT from the Folder in which you have prepared and kept your NIT File
in PDF format. Given in the Figure Below :

Find the NIT that you
saved for this Tender.
Select the File by clicking
it. -
Then Click Open

Figure 1.6.3. Browsing/ Finding the NIT from your Machine



iv) After selecting the NIT, you have to digitally sign the Document or you cannot proceed
further. For that click the Button just beside the Yellow Button to sign the Document.
Given in the Figure Below :

Click here to Sign

the Document.

Figure 1.6.4. Digitally Signing Process

v) After Clicking the Digitally signed Button it will ask you to give the pin Number of the
DSC ex. 1234. Then it will sign the document and will show you the message as
“Digitally signing ... Please wait”.

vi) After Signing the Document, it will give you the confirmation as “File Signed
Successfully”, Click OK and then Click Save.



Click the Pin No.
and Click OK

Figure 1.6.5. Providing the PIN Number to Sign the Document.

Click the
OK Button.

Figure 1.6.6. The Process showing that the File is successfully signed.

Click the Save Button -

Figure 1.6.7. Saving the Signed Document.




vii) Now after Saving the NIT it will show the NIT in the Table then it will ask to verify the
Document. For that Click the Verify Option. Given in the Figure Below :

Click the Verify
Option

Figure 1.6.8. Verifying the NIT Document Process 1

Click here to select
the Check Box

Then Click Save Button

Figure 1.6.9. Verifying the NIT Document Process 2

viii) After Clicking the Verify Option, it will show you the next page. Click on NIT.pdf check if
the NIT uploaded is correct, then you have to click the Check Box and click Save Button.




ix) After Verifying the NIT Document it will show you as NIT Verified in the Table. Then
without uploading any other files here just click the Next Button.

Click the Next
Button.

Figure 1.6.10. Proceeding Process to the Next Page



1.7) Work Item Details Module.

i)After Proceeding to the next Page. It will show all the Details of the Covers and NIT. If you
want to edit something in the Previous Process Like changing the cover details or NIT you can do it
by Click the Edit Buttons for individual Steps. Given in the Figure Below :

li Masier Management

Fill up all the required (*)
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!
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W & ey e e Prn Bied Mastng Place ® MOAKATA
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& « Pulbllish Corngendur

Figure 1.7.1. Details to be Filled up for the Tender
ii)Click the Add New Button to precede further, next Enter the Details of the Tender.

iii)in the Above Figure Enter the Work item Title Details of the particular Tender and
Proceed further. To Enter the Details you have to understand what details have been given in your
NIT Document.

I)  Work/ Item Title: Same as Tender Reference Number but if the NIT contains one or
more Serial numbers then mention the Serial Number here.
Example: WBIWD/SE/DVC/NIT-9(e)/2012-13/1, try to use one keyword which
bidder might use to search tender like earthwork, location, etc.

I)  Work Item Description: Give the Description of the Work within 255 Characters
only. Give the same Details written in the NIT only. Don’t put Special Characters as

()I = &I etc.

III)  Product Category: In this select the Category according to the NIT.



IV) Contract Type: Select the Type of Contract like, Tender, Empanelment, and Rate
Contract.

V) Tender Value: Give the Tender Value according to your NIT for this Serial. If no
estimated rate then put zero.

V1) Bid validity Days: Here you have to give the Bid validity in days only. Like the Bid for
this tender will be valid for?

VII) Calendar completion/Delivery Period in Days: Here you have to give the Days only in
which the Bidder has to complete his work.

VIII) Give Location Details: Here try to give the exact place where the work is going to
take place. Such as Block, Road, etc.

IX) Pre Bid Meeting Place: Here mention the place where Pre Bid Meeting will take
place if any. This field is not mandatory. If you are selecting NO then don't give the

Pre bid Meeting Place and Address.

X) Bid Opening Place: Give the Bid Opening place where the Technical Bid is going to
be opened.

Xl) Tender Class: Select the Tender Class from here. Like is it a Open Tender, Class-1
Tender, etc.

XIl) Inviting Officer: Give the Designation of the Officer with the Circle or Division name.
Example: SE/DVC

XIl) Inviting Officer Address: Give the Address of the Officer.
iv)After entering all the Details here proceed to the Next Step by Clicking the Next Button.

v)On the Next page Fill up the Tender Fee Details along with the EMD Details. Follow the
Figure Given in the next page :



1.8) EMD Details Module for Online Payment

i)First Click Online checkbox for Online EMD Payment.

Tender Managemneni

= Tendar R LT WBEMDTEST,/FINAL/2015-16
s+ Crests Tander / Te List d
ayment Mode® offing ¥ Onling Mot Applicable
2| INR
N
illowed Yes ¥ Mo

‘ EMD Fee 9 Ficed Percentage

Enl 20
EM 0.0
Select the “payment mode”
| & ves No 2
s e as online
I G
8

Online Banks *

Bid Opoening

Bid Evaluation

Figure 1.8.1. Enter the EMD Details for Online Payment.

ii)Provide the EMD Details
iii)Click ICICI Bank checkbox for Online EMD payment through Net banking.

iv)Click ICICI NEFT/RTGS checkbox for Online EMD payment through NEFT / RTGS. After
this, click Next button.




1.9) Critical Dates.

i)On the Next Page Fill the Dates as you have mentioned in your NIT for the Particular
Tender with its Serial Number. The Figure Below shows the Critical dates Module :
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Figure 1.9.1. Critical Dates Entry.

ii)In the Critical dates entry Module Insert the Dates from the Calendar only shown in the
Figure above. Remember the Hours and Minutes are also important for Tender Publishing and
Opening. The Dates which are Not shown as * are not mandatory. Like Seek Clarification Start Date
and Seek Clarification End Date, mention these dates if only you have selected Pre Bid Meeting
option in the Previous Module. Or else don’t mention the Dates.




1.10) Bid Opener Selection Module.

i)After giving the Dates Click Next to Proceed further.
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Figure 1.10.1. Bid Openers Selection Details Module



ii)After Selecting the Bid Openers Click the Submit Button.
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Figure 1.10.2. Bid Openers Selection Details Module




1.11) Uploading the Other Tender Documents.

i) After proceeding to the next page, upload the other Documents like Form 2911 _ii, BOQ
or if any drawing that you want to provide to the Bidder with this Tender. Click the
Upload Button. Follow the Figure given below :

Click here to upload the
other Work Item
Documents like BOQ, 2911
Form etc.

Figure 1.11.1. Other Tender Documents Uploading Process

ii) Now After Clicking the Upload Button Follow the Steps as you did for Uploading and
Verifying the NIT Document Previously. The Steps will be repeated each and every time
you are uploading a new Document. Follow the figures given in the next page :



Click here to browse the

Documents.

Search the document and
Click the Open Button

Figure 1.11.2. Other Tender Documents Uploading Process 2

Then Provide the PIN
No. and Click OK

Click here to Digitally
Sign the Document

Figure 1.11.3. Other Tender Documents Uploading Process 3.



Click the OK Button

Figure 1.11.4. Other Tender Documents Uploading Process 4.

Then Click Save

Figure 1.11.5. Other Tender Documents Uploading Process 5.



Click here to Verify

Figure 1.11.6. Other Tender Documents Uploading Process 6.

Click here to Verify

Then Click Save
Button

Figure 1.11.7. Other Tender Documents Uploading Process 7.




Click here to Upload the BOQ

Figure 1.11.8. Other Tender Documents Uploading Process 8.

iii) Browse and Sign the BOQ as you did for the previous documents.

Select Document Type
as BOQ

Select the BOQ and : - Give the Description
o as BOQ

click the Open Button

Figure 1.11.9. Other Tender Documents Uploading Process 9.



Then give the Pin No.
and Click OK Button

Click here to sign the
Document

Figure 1.11.10. Other Tender Documents Uploading Process 10.

Click the Save Button to
save the File 7

Figure 1.11.11. Other Tender Documents Uploading Process 11.

iv)  Click the Check BOQ Button to check whether or not the Format/Template of the BOQ that
you are uploading is the same as which is present in the Portal Database. If it is tallying then
only you will get the Confirmation as the “Format is compiled” or else it will give you the error
report.



Click here to verify
the BOQ

Figurel.11.12. Other Tender Documents Uploading Process 12.

Click here to check
whether the BOQ is
Compatible with the
system or not

Figure 1.11.13. Other Tender Documents Uploading Process 13.




1. Here you will get the
Confirmation.

3. Then Click the
Save Button

2. Now click the Check
Box here

Figure 1.11.14. Other Tender Documents Uploading Process 14.

After completion of uploading all the Work
Iltem Documents, click the Next Button to
proceed further.

Figure 1.11.15. Other Tender Documents Uploading Process 15.




1.12) Uploading the Other Tender Documents.

i) After providing all the Tender Documents to the Bidders click the Next Button to
precede further.

Click the check boxes as per the

requirement of the Tender and click
the Next Button.

Figure 1.12.1. Other Important Documents Page

ii)Here select only Document which are mandatory like Certificates, Company Details,
Credentials etc. Do not select extra folders, if selected then bidder has to upload some document in
those folders if they are not applicable for them then blank file have to be uploaded.



1.13) Template Preparation process.

Figure 1.13.1. Editing Page of the Tender

i) The Figure given in the previous page consists of many Buttons to help you edit the
Tender once again.

ii) The View Button helps to view the Tender details, the Edit Button helps you to edit the
Tender Details, The Add Button helps you to add more Tender Documents, The Docs
Button helps you to see the Documents you uploaded for this Tender, and The
Template Button helps you to prepare the next serial of the same NIT.

iii) To prepare a tender for next Serial Click the Template Button, where you will get every
detail that you entered for the previous Serial Number.

iv) Edit the Data for the Next Serial by Following your NIT and Repeat the steps as you did
for preparing the Serial Number 1.

v) After completing all the Tender details, you have to publish the Tenders and for that
Click the Publish Button on the Left.



1.14) Tender Publishing.

Click Here to Publish the
Tender.

Figure 1.14.1. Tender Publishing Process 1

i) The List will be displayed for all the Tenders that you have made. From their Click the
View/Publish Option just beside every tender that you made.

Click here
to view
the

Tender.

Figure 1.14.2. Tender Publishing Process 2



Scroll down the page and
you will get Publish
Tender Option click it to
publish the Tender.

Figure 1.14.3. Publishing Process

ii) Here after clicking the Publish Tender Button the Tender will be published and it will
show you the Confirmation on the next Page.

i) The Template will be visible once you Publish the Tender for the 1% Serial. After
Publishing click the Create Tender/Tender List, then click the view Button and you will
get the template icon. Click the Template icon and proceed further to create the details
for 2™ Tender.

Note : Before publishing check all documents as after publishing no editing is possible, for any
amendment corrigendum has to be published.



iv) In this Figure it is shown as the Tender has been Published Successfully. And according
to the Publishing time the Bidder can see the Tender in the Website.

Figure 1.14.4. The Process of Publishing of Tender Completed



2. TENDER OPENING PROCESS

2.1) Technical Opening Process.

i) To Open a Tender the bid opening officers must be ready with their DSC’s. At least 2 Bid
Openers DSC is required which were selected at the time of tender creation.

ii) Both openers can login to the e-Tendering portal simultaneously or at different time.

iii) Itis not mandatory for the DSC holders/ Bid openers to open the bid from two different
desktops, only one desktop can be used to open the BID. For that anyone can login to
the system first. Shown in the Figure below :

X V‘ Web Search p_smch v + - | %

3 Favorites | g ] Suggested Stes v ] Web Sice Galley v
J:Westsengalﬁmmm :i&mmmmsystcm}m G B0 @ v Pager Seyr Toos @ 7

Welcome to eTendering System

Reports The eSubmission Tender System of West Bengal enables the Tenderers to download the Tender Schedule free of
cost and then submit the bids online through this portal,

Tenders by Location
7 Latest Tenders Give Login ID
Tenders by Organisation Tender Title | e o Closing Date and Password
and Click Login
Jondasin G diion . — Button
WEPYD/ROADS /NH/SE/NHC- SN 0732020 13 04 0P
INIB-21/2012-13
S INIB-21{2012-13

5. wepwnFEAnnn-  VBFWD/EE/DAKSHIN =

Figure 2.1.1. First User Login
iv) After Login to the system, click the Second Login Button for DSC Login.



X E] ¥ | Web Search

p.sﬂmv{r

iz Fevorites ‘ 75 ] Suggested Sites v 8] Web Slce Gallery »

J:Gw:mmen'{ e':[:gndﬂs :

Tenders by Location
Tenders by Organisation
Tenders by Classification
Tenders in Archive
Tenders Status

Cancelled Tenders

L

gt Crtate Attt
Welcome NIC DEMO USER WBDEPT 1,
Sl  AliasName Certificate Type  Expiry Date Interim Days
1 WECEPTTHREE Sigring 12507014 12:00 AM 633 days
2 WBDEPTTHREE Encipherment 175e0-2014 12:00 AM 633days

You have registered with DSC, Please insert your DSC card for authentication,

Then dick the Login button to proceed

Click the Second Login
Button

Figure 2.1.2. Second Login of the First User




v) After the Second Login succeeded go to the Tenders Menu present in the left side.
Shown in the Figure below :

(

# Tender(s) due for Techrical Evaluation [1]
# Tender(s) due for Fnancial Evaluation [2]

Click the Tenders
Option Here to Open
the Tender

Figure 2.1.3. Starting the First Process of Tender Opening

vi) After Clicking the Tenders Option as shown in the Figure above. It will display the List of
Tenders to be opened and it will show you as Technical Opening as status for the first
time you are opening the tender.

vii) Click the View/Open Button visible just beside that tender which is to be opened. Click
that Icon. This button is visible only after the time of server clock coincides with bid
opening time or more than bid opening time.

viii) After Clicking the View/Open Button. Click the Decrypt Button to Decrypt the
Documents. The Decrypt Button will only be Visible for the Department User who has
logged in.



Click here to Open the
Tender

You can see the number 1OZILOUR/
of Bidders participated. ;

Figure 2.1.4. Opening the Tender for Decryption

Click the Decrypt
button

Figure 2.1.5. Decryption Process




Click here to
proceed

Figure 2.1.6. Decrypting the Bidders’ Documents.

Click the OK Button

Figure 2.1.7. Decryption Completed by the First Opener




Tender Management 1
> EEEEREEER -+ [ view pocumenTs ) -+ [l sunmaRy ) ] PROCESS CONFIRMATION )
» Create Tender / Tender List
N

Tender Reference Number : WBMAD,/ULB/JOYNAGAR-MOZILPUR/ 1/THSDP /2014~ 15

;
;
;

Tender ID : 2014_MAD_18404_10
y | Tender Status Tender Title : WBMAD/ULB/JOYNAGAR-MOZILPUR/ 1/ THSD Logout from the
» | Tender Comprehensive Report Bid Opening Date & Time : 16-Jun-2014 03:00 PM
+ Archived Clanfications Bid Opener Type : 2 OFf 2 (2 bid openers should decrypt) SyStem after
» | Archive Tenders Decryption
;: View My Space List Bid Dpeners
» | Enlisted Bidder Search ‘w
8 Cownioaded fepders FARIDA BEGUM SHATKH PRITAM CHAKRABORTY
B & 5

@ @

Total valid bids 1 3
Total withdrawn bids : O

Figure 2.1.8. First Encryption Completed
ix)  The Second Officer Logs in to Decrypt the Bid Documents of the Bidders. Follow the steps
given below:

x [+ v| Web Search @pmﬁr v'+ 3 X

s Favorites | 43 ] Suggested Sites 2] Web Siice Gallery +
J :Wasl]kngal engal Govemment eProcurement Sysiemil_]

7 Wenders West Bengal;

»

.ﬁ:.' v 3 @ = Pagr_" Safe'yw Toals = ow

Search | LatestActi

Welcome to eTendering System
Reports The eSubmission Tender System of West Bengal enables the Tenderers to dowrload the Tender Schedule free of
cost and then submit the bids online through this portal.

2 Latest Tenders Give Login ID toniD? - by =

Tenders by Organisation Tender Title Referencelo  Closing Date and Password
and Click Login

Tenders by Location

Tenders by Classification

4 WEPWDROADS/NH/SENHC - Button
VBPVD/ROADS /NH/SE/NHC- 07-3an-2013 04:
et s INIB-21/2012-13

2. WRPWIFF MDD AT - WBPWD,/EE/DAKSHIN 5

Figure 2.1.9. Login of the Second Bid Opener.



c® =

| Web Search . p,s.mh = { . | X

s Favorites | o ] Suggested Sites > @] Web Slice Gallery =

J:I&Wmmﬁﬁmﬁ' 0 & - | @ v Pagev Safety» Tools~v °w 7
eprs 02: (2., I
Tenders by Location '
Welcome NIC DEMO USER WBDEPT 1, gl
Tenders by Organisation
Sho  AliasName Certificate Type  Expiry Date: Interim Days Status
Tenders by Classification L WBDEPTTHREE Sigring 12-5ep-2014 12:00 AM §33days Live £
e WBDEFTTHREE inhermen en-{114 i A 633 dave Live
Jomies e The Second Officer Login In. Click here
You have registered with DSC, Please inse . .
T i Then cick the Logi button to roceed._)  £O LOgIN. Then give the PIN No. and
Click Ok.
Cancelled Tenders
Downloads =
| e | ¥
Done '@ Internet | Protected Mode: Off v H100%

Figure 2.1.10. Login of the Second Bid Opener.

Weicome : pr abortyl1@gmail.com
Last login @ 19-Jun-2014 12:45 PM

eProcurement System of Government of West Bengal

‘4 | Create Tender / Tender List Welcome PRITAM CHAKRABORTY,
» | Publish Tender Aoles @ Precuremant Officer Admun. Procuremant Officer Openar, Procuremant Officer Evaluater, Procurament COfficer
ph J Publisher, Auditor, Dapt Reparts

'» | Published Tenders

] P
g vt & pending B8 Activity Of the Day
# | Presid Meeting

‘% | Tender Status @ Tender({s) due for Technical Evaluation [1]

s | Tender Comprehensive Report @ Tender({s) due for Financial Evaluation [2]

4 | Archived Clanfications:
‘4 | Archive Tenders ‘ Alerts
4 | View My Space List

'# | Enlisted Bidder Search

Click the Tenders
Option Here to Open

the Tender
‘TENDERHIG PROCESS WILL BE DELAYED.

‘s | Downloaded Tenders
N
3 | Bids Submitted

JOIFILAITED DEFUKE YU LATD UF EAFIKT UWIRCKWIDE TUUR

gl'randers/

Figure 2.1.11. Opening the Tender by the Second Bid Opener



Click here to Open
the Tender for
Decryption

Figure 2.1.12. Opening the Tender by the Second Bid Opener for Decryption

Click here to Decrypt.

Figure 2.1.13. Decrypting the Documents by the Second Bid Opener.




Click here to
Proceed further

Figure 2.1.14. Decryption Process of the Second Bid Opener.

Click the OK
Button

Figure 2.1.15. Decryption completed by the Second Bid Opener
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Figure 2.1.16(i). Bid Opening Process.
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Figure 2.1.16(ii). Quick Bid Opening Process of the Bidders.
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Figure 2.1.17(i). Statutory & Non-Statutory Document Downloading Process of the Bidders.
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Figure 2.1.17(ii). Statutory & Non-Statutory Document Downloading Process of the Bidders.
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Figure 2.1.19(ji). Statutory & Non-Statutory Document Downloading Process of the 2™ Bidder.
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Figure 2.1.19(iv). Statutory & Non-Statutory Document Downloading Process of the 2" Bidder.
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Figure 2.1.20. Downloading Process of Bid Document of the 2" Bidder Completed.



x)After downloading all the Bidders’ Documents C|ICk the Submit Button. Given in the Figure below :
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Figure 2.1.21. Proceeding furﬁ'\er to the next step
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Figure 2.1.22. Click Next




xi)After Clicking the Next Button, the system will ask you to give the Summary, after giving the
summery you have to upload the summary report in PDF format and sign the document and then

click Submit.
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Figure 2.1.23. Uploading/Submitting the Summary Report of Technical Opening



xii)Once the Technical Bid Opening summary is uploaded it will show you in the table, given in the
figure below. Then Click the Next Button to proceed further.
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Figure 2.1.23. Submitting the Technical Bid Opening Summery

xiii)After Completion of Technical Opening Process, the tender will no more be visible in the
Technical Opening List as the process is completed.




2.2) Technical Evaluation Process.

i)Now you have to click the Technical Evaluation Option in the left hand side of the Page.
Shown in the figure below :
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Figure 2.2.1. Proceeding further for Technical Evaluation of the Tender Process




ii)Click the view icon visible just beside that tender to go for Process Il. Shown in the Figure
given below:
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Figure 2.2.2. Opening the Tender for Technical Evaluation



iii)After clicking the view button, the new page will be displayed where you can see the List
of Bidders, who has been accepted in the Technical Opening stage. The evaluator has to evaluate the
tender documents at this stage. There after he has to put the Tender Committee decision to either
Accept / Reject a bidder along with proper reason.
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Figure 2.2.3. Provide the Status of every Bidder to proceed further



iv)In the Select Status that you are selecting for individual Bidders as Accept or Reject you
must have a specified Reason? If he is getting rejected then what is the Reason for his Rejection
must be mentioned precisely.

v)After providing all the Detail of the Status Click the Submit Button to Proceed further.

vi)On the next page select the Committee chairman’s name given in the List, then give the
Committee members list, you can give their Designations along with name of Circles/Divisions. Ex:
EE/TCC, SE/TCHQ, etc. After giving the detail upload the Documents that have been made by the
Committee members. Follow the figures given below :
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Figure 2.2.4. Technical Evaluation Document Uploading




vii)After providing the Date and Time of Financial Bid Opening click the Save Button. This

Summery is visible to the Bidders along with the Date of Financial Bid Opening.
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Figﬁre 2.2.5. The summary of the Technical Evaluation is uploaded and the Bidders can see it.




2.3) Financial Opening Process.

i) Follow the steps as you did for Technical Bid opening. The Process of Login is same as
the Process of Technical Bid Opening. Just follow the figures given below :
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Figure 2.3.2. Second Login or DSC Login Process



ii) Clicking the Second Login Button and provide the PIN Number, and Click OK.

Click here to open the Financial
Packet of the qualified Bidders

Figure 2.3.3.Showing the Opening of the Financial Bid.
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Figure 2.3.4. The Table showing the Opening Status.
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Figure 2.3.6.

Decryption Process.
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Figure 2.3.7. Decryption Process completed successfully.
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Figure 2.3.8. First Bid Opener Decrypted the Bidders Documents.

iii) We have repeated the same steps as we did during Technical Bid Opening. After the
first Decryption when the Red Button changes into green then log out from his account.
Repeat the same steps From Figure 2.3.1 - Figure 2.3.6 for the second Bid Opener.



iv) When both of the Bid Openers Option changes from Red to Green. Click the Open Bid

v)

Button.
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Figure 2.3.9. Opening the Financial Bid

Repeat the same process as you did for Opening the Technical Packets.
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Figure 2.3.10. Opening the Financial Bid with quick Bid Opening option.
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download the First
Bidders document.
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Figure 2.3.11. Opening the Financial packet of the 1* Bidders, going for quick Bid opening

vi)Downloading and saving the documents is same as you did earlier in the technical bid
opening process. Continue the process for downloading all the other bldders document.
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Figure 2.3.12. Opening the BOQ of the other Bidder.



vii) Repeat the Process to download every Bidder’s Financial Packet and verify them.

viii) After all the Bidders BOQ’s have been Downloaded, Click the Submit Button to

Proceed Further.
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Figure 2.3.13. After All the Locks/Envelops has been opened click the Submit Button

ix)But try to remember one thing that you cannot proceed further until and unless all
the Bidder’s Envelop/Lock is Opened and Decision i.e., Accept or Reject is made. Before accepting or
rejecting check the BOQ. Once accepted the name of the bidder will be displayed in BOQ
comparative chart.
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Figure 2.3.14. Generating the BOQ comparative chart for all Bidders

x)After generating the BOQ chart, the system will inform you to wait for some time so

that the chart can be generated.
xi)After the chart is generated it will give you the confirmation that the chart is been
generated for the number of Bidders who have been qualified for the Financial Opening.



xii)Click the “View BOQ, Chart” to see it. Given in the Figure below :
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Figure 2.3.15. Viewing the BOQ chart.

xiii)Then save the BOQ comparative chart and close the Excel sheet and Click the Next
Button to Proceed Further.
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Figure 2.3.16. Proceeding further to upload the Financial opening summary.

» Tendar Status 5
Bid Dpsrars ¢ RIC HELPDESK OFFICER 1, NIC HELPDESK OFFICER 11
# Tendar Comgprehensive Seport Bad UD‘EHII"G‘ Dlate & Time 1 13_"“,2“15 0205 PH
& Archived Clanfications
» Archive Tenders
»  Vies My Soace [ mt Bz, of Bide | ¥
+ Downlosded Terdsrs Bid List
3| Sva Tender Detsds SMo Bd 1D | Bidder Opened Sy Cpened Date Type Status
p—— — 1 PitC ] RIC HELPDESK MNIC HELPDESS 17-Aug-2015 13:13 Onlne Sdmitted E[
I Hid Opening BIDDER 1 OFFICER | =
= z 25548 KIC HELPOESE NIC HELPDESH 1F-Musg-201% 12:46 Daline Bdrtied L
# | Tencars SIDDER 11 OFFICER 1 Py =]
Illd- Evaluation

#  Item Wise Evasuaton

# Technizal Evalustion Bid Opening Summary

| Franciil Evakisbas Use the Farm beltee 10 enier Bl opening Summary

Summary * FINSNCIAL BID HAS BEEN OPENED,

s AODC

l Corrigendum
# Create Corngandum
& | Fublish Corrigandurm

Orily ol flse ane perswited to upiaad

& | Publighed Comnpgendem
Summary Docoment * —————— et

I ;IH:HM.H.HH!Q!IHHI ﬁﬁ:mws“:@ﬁmw{m‘“[ﬁm :_I.'d

# Tender Tum Auct:on

& Yiew Live Aucton Lt

» Aubton History Lst

Click hereto digitally signed the
document

Figure 2.3.17. Upload the Summary Report of the Financial Bid Opening.




xiv)The Process of Uploading the Summery is same as the Technical Bid Opening. So

Repeat the Step.

xv)After Uploading the Document, it will be visible in the Table shown in the Figure below.
After that Click the Next Button to Proceed further.
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Figure 2.3.18. Uploading and Proceeding Further



{ The table is showing no Tenders as the

Process of Financial opening is completed
and the Tender is moved to Financial
Evaluation List.

Figure 2.3.19. Completion of Financial Opening summary



2.4) Financial Evaluation Process.

i)After completion of Process Il the next step is Financial Evaluation. For that click the
Financial Evaluation option on the left hand side, given in the figure below :

Click here for Financial Evaluation

Figure 2.4.1. Financial Evaluation of the Tender

ii)After Clicking the Financial Evaluation Option, on the next page a List will be shown in
which the tender will be present. Click the View Button just beside that tender to open it. Given in
the Figure below :



Click here to open for
Financial Evaluation

Figure 2.4.2. Opening the Tender for Evaluation.

Accept or Reject the
Bidder with Proper
reason in Precise

Then Click here

Figure 2.4.3. Process of Accepting or Rejecting the Bidders in Financial Evaluation.




iii)After Opening of the Tender the List of Bidders will be shown with the amount they have
quoted with their Bid ranking. Now you have to Accept or Reject the Bidder with a proper reason in
precise. Shown in the Figure given below :

Select the Chairperson as

Internal or External by

clicking here

Provide the Names or
Designations

Click here to upload the
Evaluation sheet

Figure 2.4.4. Uploading the Financial Evaluation Sheet.

Select the Evaluation sheet by
clicking it and then click the
Open Button

Figure 2.4.5. Uploading the Financial Evaluation Sheet



Click here to Sign the Document

Figure 2.4.6. Signing the Evaluation Sheet.

iv)After Clicking the Submit Button, On the next page Upload the Financial Evaluation
Summery that is been made by the Financial Bid Openers. For that Follow the Figure given below :

Click Ok to proceed
further.

Then click the Save
Button.

Figure 2.4.7. Digital Signing is successful.



v)After Uploading the Summery of the Financial Evaluation Process, it will be visible for
the Bidders from their end also. Shown in the Figure below :

Click here to take a Print out
of the Documents.

Figure 2.4.8. Showing the Completion of the Financial Evaluation Process

vi)The Sample of Summery is given below :

Figure 2.4.9. Showing the Completion of the Financial Evaluation Process




2.5) Award of Contract (AOC).

i) Before giving the Award of Contract complete all the Official Formalities and the work
order which will be given to the Bidder, the same has to be uploaded here to complete
the total e-Tendering Process.

ii) Special notification to all the Tender committees. You have to complete the total
Tendering process. Don’t leave the work Undone by ending at Financial evaluation and it
is only completed after uploading of AOC then the system will show the process as
completed.

iii) To Upload the AOC or the Work order, Click the AOC Option on the left hand side shown
in the figure below :

Click here to upload the AOC/
Work Order in PDF format.

Figure 2.5.1. AOC completion process

iv) After Opening the AOC List click the Tender for which you want to upload the work
Order. Follow the figure given below :



Click here to open the
Tender and upload the AOC
Document.

Figure 2.5.2. Open the Tender to Publish the Work Order

v) After Opening of the tender page, provide the detail of the Contract value, Description
as “The Bidder who quoted lowest” ex. M/S BHASKAR RAO CORPORATION IS LOWEST,
Upload Work Order; Give the contract date, The Work Completion period in days, and
select the L1 Bidder from the List and Click Save. As shown in the Figure below :



Provide all the
details. Upload
the AOC
Document.
Provide the Date
of Contract.,

Select the L1

Bidder only

Select the L1
Bidder by clicking

the check box and
then click the save
button

Figure 2.5.3. AOC Uploading Process



3.1) BOQ Preparation Process.

i)Download the Percentage BOQ Template from Download section in WB Tender Site.

Procurement System of G, %

i @ | hitps://whtenders.govin/nicgep/app;jsessionid=4204 EAJOFS50618 C 86566 FFLEBBA0BS. spegl Jpage=StandardBiddingDocume ¢ || Q seomh ﬁ B &+ & O

2 MostVisited @ Getting Started @ Suggested Sites @ Web Slce Gallery

Tenders by Organisation 1 LibreOffice suite hitps:/fwww.Jbreoffice.org/download i
2 Autocad DIWF Viewer htp: fusa:autodesk.com/designTeview
Tenders by Ciasstication 3 POF Reader hitp:/fget. adobe. comfreader
4 POF Creator hitp:/fwww . pdfforge.org/download
5 RE download hitp:/fjava.sun. com/javase /downloads/index. sp
Tendersn Archive 3 Alternate JRE Download hitp: ffeprocure, gov.infmmp fire-7u71-windows-586.2xe
7 Tender Cum Auction Template V3_Tender_Cum_Auction_Template.xs
Tenders Status 8 BOQ) Dowrloads \/3_BOQ_Ttem\Wise_FormBased.xls C I |Ck th e 0 PtiOnS to down Ioad
\'J_EOQ_\V\UWCL‘IIrEHCy_Tt‘EmD\alE‘X!S Percentage BOQ.
Cancelled Tenders ¥3_BOQ TtemiWise_Template.xk
V3 BOO Percentage Template s
Downloads
V3_BOQ MemRate_Template. s
Amemceinelry V3_BOQ ItemiVise_Openfor_H1.xls
] User Creation Data Sheet user_datasheet.pdf
Recognitions 10 Tender Creation Data Sheet tender_datasheetpdf £
11 Corrigendum Creation Data Sheet corrigendum_inputform,pdf
Site compatibility 12 e Brochure general pdf
detal pdf
T vl ot et 13 DSC for Foreign Bidders DSC_For_ForeignBidders.pdf
Indla .gCW.m 14 System Malfunction Procedure SystemMalfunctonProcedure, pdf
15 Resources Required resources.pdf
! wm::&fz:ﬂ:al 16 Form for DSC Deactivation For Bidders DSC_Deactivation_Format_for_Bidders.pdf

Note: The Links given under Dowrloads from Item 1 to Item 5 will open in a new Window. Links to other websites that have been included on this Portal are
provided for public use only, NIC is not responsible for the contents or relisbility of inked websites and does not necessarily endorse the view expressed
within them. We cannot quarantee the availabiity of such linked pages at all times. These finks are given for users convenience and care shiould be taken

= StandardBiddingDocumentsBiservice=direct@isession=TAsp=5V3_BOQ Percentage Templatexls

I S 137 AM
Q . ol 2-Map16
Figure 3.1.1. Download BOQ File




ii)While preparing the BOQ certain Precautions must be maintained as it is the most
important part of the Tender.
iii)Always try to focus on the Serial Numbers that you are giving for the Products/ Items.
iv)Give the Serial Numbers as 1, 2, 3, 4... etc.
v)If the Serial Number 1 contains Sub items then give the Serials as 1.1, 1.2, 1.3...etc. for
sub items. No super sub Items are allowed now. You can also provide 1.01,1.02,1.03 ... etc also.
vi)For Every Items you have to give the same numbering Format Like for Serial 2 the sub
items will be 2.1, 2.2, and so on.
vii)Don’t give the Sub items number as 1.a, 1.b, 1.c, or 1.1.1, 1.1.2, 1.1.3, etc. which is the
Wrong Format.
viii)The BOQ always accepts Numerical Values in the Serial Numbers. The Format Given
above is the Write Format to input in the Serial Numbers Block.
ix)To Prepare a BOQ Follow the Steps Given Below:
- Double click the BOQ file that you downloaded
- Follow the Steps Given Below to Edit the BOQ.
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A B (8 D E E G H | ] K L M N 0 P a R 5 T 1] i

1

2

3

4

5

6

7

8

9
10 Please Enable Macros to View BoQ information
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Ready
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Figure 3.1.2. Opening the BOQ for Editing




Hame I Tnet  Pagelsjout  Fomulas
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55| Bl Megeacenter~ |- 9 o |54 @ Condtionsl Fomat Cel
‘ @ g % Hw&_*i Formatting = a5 Table * Styles~
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Microsoft Office Security Options
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Instﬂ Delete Format Sort & Find &
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@ Security Alert - Macro

Macro

Matros have heen disabled, Macros might contain viruses or other security hazards. Do
nat enable this content unless you trust the source of this fie,

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source,

More information
FilePath:  C:\Users'hd\Desktop|V3_BOQ Percentage_Template.xis

@ Help protect me from unknown content frecommended)

(L Enable this content

Select this Option by
Clicking Here. Then OK

Open the Trust Center

TeBn o EEDE

Figure 3.1.3.

Enabling the BOQ File
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Home Page Layout
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Formulas Data Review | View

— Show/Hide Comment

}7_ @Prutedand Share Workbook

=1
i1 Al

- Show All Comments

Edif-Range:

o Research Thesaurus Translate New  Delete Pravious ) . Unprotect  Protect Share
Comment Show Ink Sif\t  Workbook - Workboak Lg# Track Changes »
Froafing G | Changes |
| g — / et 7
g | anted changestothe | BC &0 BE BF £ L ] £ | Ei
. y it by specifying what
1 be changed,
. . . .
. emerminl 1 Click the Review Optio .
2. Then Click here and
Name of Workr
o provide the Password as
: ‘ontract No:
. .
B ‘ testing in small Letters and
ame ¢
8
= Click OK |
(This BOG template: must not be modified/replaced by the bidder and the sam ST Te PO AT T e TETE Ve T COTOTIITS, BTS T TS DTSt TS e 10 0e 1
6 rejected for this tender. Bidders are allowed to enter the Bidder Name and Values only )
1o NUMBER=# TEXT# NUMBER # TEXT# NUMBER HUMBER = TEXT #
| SI. Item Description Quantity Units Estimated (TOTAL AMOUNT TOTAL AMOUNT
No. Rate Without Taxes In Words
1
12 1 2 4 5 [ 53 55
13 1 Laying and Jointing PVC Pipe. Heading
14 10 Brick workin C.M 1:5 mix including all labour 1.000|Nos 10.00 10.00{INR: Ten Only
15 102 Brick work in C.M 1:5 mix using 2nd class 25.000|Nos 300.00 7500.00|INR Seven Thousand Five Hundred  Only
16 103 Plastering in C.M 1:5-12 mm thick with including 20.000 |Nos 10.00 200.00|NR Twao Hundred Only
17 104 Plastering in C.M 1:5-12 mm thick with including 1.000|Nos 10.00 10.00{INR. Ten Only
18 105 b) Clbend 22.5° (250mm dia) 1.565|Nos 50.00 78.25|INR. Seventy Eight and Paise Twenty Five Only
13 2 Construction of chamber for 100mm sluice 1.000|Nos 2000 20.00{INR Twenty Only
20 3 Construction of chamber for 100mm shices 1.000|Nos 2000 20,00|NR. Twenty Only
21 4 Supplying, Conveying and fixing spls. Including 1.000|Nos 2100 21.00|\NR Twenty One Only
v e = = PP —— el —
44k BoQl £J o
Ready

11:56 AM

o 25-May-16

Figure 3.1.4. Unprotect the BOQ

A B D E | F BA BC
, T G Percentage BoQ

Tender Inviting Authority:

4
: Name of Work:
. |Contract No:
foxddes Unprotect Sheet
‘Name :
8 | =
Password: ||
PRICE SCHEDULE e
(This BOQ template must not be modified/replaced by the bidder and the same should be upl [ oK
4 rejected for this tender. Bidders are allowed to enter i
\
1p  MNUMBER # TEXT # NUMBER # TEXT # NUMBE! i \
| 5l Item Description Quantity Units Estimated |TOTA) \_ TOTAL AMOUNT
No. Rate Wi ln Words
Provide the Password as
it testing in small Letters and
12 | 1 7 4 5 6 .
13 1 Laying and Jointing PVC Pipe. Heading Click OK
14 1.0 Brick work in C.M 1:5 mix including all labour 1.000(Nos 1
15 1.02 Brick work in C.M 1:5 mix using 2nd class 25.000|Nos 300.00 7500.00] MR Seven Thousand Five Hundred Only
16:| 1.03 Plastering in C.M 1:5-12 mm thick with including 20.000|Nos 10.00 200.00|INR. Two Hundred Only
17 1.04 Plastering in C.M 1:5-12 mm thick with including 1.000(Nos 10.00 10.00|INR. Ten Only
18 1.05 b} Clbend 22.5° (250mm dia} 1.565(Nos 50.00 78.25]INR Seventy Eight and Paise Twenty Five Only
Construction of chamber for 100mm sluice 1.000(MNos 20.00 20.00]INR Twenty Only
Construction of chamber for 100mm sluices 1.000(Nos 20.00 20.00)INR. Twenty Only
Supplying, Conveying and fixing spls. Including 1.000(Nos 21.00 21.00]INR. Twenty One Only
e — : - P ———r tnno e P

Figure 3.1.5. Giving the Password as Testing to Unprotect the BOQ



e Percentage BoQ

Tender Inviting Authority: CHIEF ENGINEER WORKS-I

Name of Work: Construction of RCC Jetty at Gouranga School Kheya Ghat over River Bidya, Block- Gosaba under Basanti Sub Division.

Contract Ho: WBIW/SE/DVCINIT-04(e)/201 5-1€-|

Figure 3.1.6. Providing the Details of the Works and Inviting Authority, etc

Bidder
Name :

PRICE SCHEDULE
(This BOQ template must not be modified/replaced by the bidder and the same should be uploaded after filling the relevent columns, else the bidder is liable to be
rejected for thiz tender. Bidders are allowed to enter the Bidder Name and Values only )

HUMBER # TEXT # NUMBER # TEXT # NUMBER HUMBER # TEXT #
5l Item Description Quantity Units Estimated |TOTAL AMOUNT TOTAL AMOUNT
No. Rate Without Taxes In Words
1 2 4 5 [ 53 55
1 Laying and Jointing PVC Pipe.@&iding
1.1 Brick work in C.M 1:5 mix including h\\u.k . 10.00|INR. Ten Onby
1.02 Brick work in C.M 1:5 mix using 2nd clag\ ¥ Edlt the Items as per 500.00)INR Seven Thousand Five Hundred Only
1.03 Plastering in C.M 1:5-12 mm thick with incluav\ re uirement but dOI’]'t 200.00|INR. Two Hundred Only
1.04 Plastering in C.M 1:5-12 mm thick with including q ’ 10.00|INR. Ten Only
1.05 by Clbend 22.5° (250mm dia} 78.25|INR Seventy Eight and Paise Twenty Five Onhy
2 Construction of chamber for 100mm sluice try tO Change the 20.00] MR Twenty Onby
3 CUHStI’I..ICtiUn Ufc:ha.amber fur?ﬂﬂmm sluices. decimal places in SI NO., 20.00|INR. Twenty Onhy
4 Supplying, Conveying and fixing spls. Including 21.00|INR Twenty One Only
5 Supplying, Cenveying and fixing spls. Including NO. or Qty’ Flgu re. NeW 10.00{INR. Ten Only
[+ Construction of chamber for 100mm sluice 10.00]INR. Ten Only
7 Construction of chamber for 100mm sluices Rows can be added or 10.00]INR Ten Only
] Laying and Jointing PVC Pipe. Heading
a.m Plain Cement Concrete 1:4:8 (one cement four deleted as per the 10.00|INR. Ten Only
an7 Rrirk swark in © M 1-5 miv u=ina 2nd ~lass 1000l iNE Ten Nnhe
requirement.

Figure 3.1.7. Give every Detail in the BOQ as Instructed

- But remember that while giving the descriptions of the work if it is exceeding the cell
try to increase the cell height by dragging it.
- Try to remember that the First 12 Rows and the Last 3 Rows of the BOQ must not be
deleted at any cost. And none of the Columns should be deleted.
> You can Edit the First 7 Rows of the BOQ but the last 3 Rows must not be Deleted as

well as any Editing should not be done.

Total in Figures 7939.25|MR Seven Thousand Nine Hundred & Thirty Nine
and Paise Twenty Five Only

‘ . 0.00|MNR Zero Only

Quoted Rate in Figures
Select

Quoted Rate in Words INR Zero Only

Figure 3.1.8. The Last 3 Rows is Shown in the Figure which must not be Edited or Deleted



- Now after Editing the Rows for Description of Works if you need some more Rows to be
inserted that you can do. For that Copy any one Row = and Insert the Copied Cell
where you want. Given in the Figure below:

Home Insert Page Layout Farmulas Data Review | View W-=Xx

| % ﬁd I‘:u a% \j ﬂ m 'D _Jihv.\-erf-Z:mmem“EE h- Q umtmandShsreWurkbuuk

2 Show All Comments ﬁmluw Users to Edit Ranges

Spelling Research Thesaurus Translate New  Delete Previous Next B Protect  Protect Share
Comment _)/Show Ink Sheet Workbook ™ Warkbook _'ﬁTfﬂCk Changes
| Proofing Comments Changes
| AL7 -0 |14
——— i 3 £ : i i B B R TG i i i LSS
18] 10p——Bmsissin S s R s i sl 1,000[Nos 10,00 10.00|NR. Ten Only
eyl R WL SRR ) 25 000 Nog 300,00 Seven Thousand Five Aundred Only
e B Avd B b 20.000]Nos 10.00 200.00[NR Two Hundred_ Orly
b g 1.000[Nos 10.00 10,00]R. Ten Only
ol bt i
i 15850 | 50.00 78.25]INR. Seventy Eight and Paise Tweny Five Only
2 toones [\ 20.00] 20.00|NR Twenty Only
3 oo [\ 2000 20.00{NR Twenty Ony
21 Il Paste Special.. o Toooes | \ zw 21.00| R Twenty One Only
2 5 Inset.. g 1000fhos | \ 10w 10.00]NR. Ten Only
bE] 6 il 1000ftos | \ 0.0 10.00|NR. Ten Only
w7 1000fhos | N 10.00| NR. Ten Only
5 B Clear Contents I
D Filter v 1.000nos_| \ 10.00]NR. Ten Only
] Iy
IS i v LI 1.000 \u 40,00 NR. Tzn On
3| 80 . .
w5 0] . Isert Copment [ Select the row by dragging it.
30 10 }ﬂ Delete Comment |
o It will be highlighted. Then g S Thvy e i
% Format Cells..
3
o | ko Brop o s ‘T | Right Click over the cell 2
R Name a Bange... il
QU i Click Copy
£
i
5 3.5 {
L]
E
_33
4k W] BoQL T3
Ready Average: 5.506666667 Count:13  Sum:33.04
Y . . T ~= 12:18PM
P CW B 00D e S

Figure 3.1.9. Copy the Rows that you want to be inserted.



age_Templateats [Compatihilty Mode

Home  Insert Page Layout ~ Formulas Data Review | View W- =X

? u’i a% tj 'F_J é\j IU-:{f\‘.l‘.'.-h-:i-_;nm'rm ‘E; &1 Protect and Share Workbook

i3 Show All Comments < @Allaw Users to Edit Ranges
Spelling Research Thesaurus Translate New  Delete Previous Next ~ Protect  Protect Share

Comment _) Show Ink Sheet Warkbaok~ Warkbook 152 Track Changes *
Proofing Comments Changes
| as - fe| L5 &
b B n £ F B | B 0 | e [ e [ B [ B [ om B[ e [ s
14 1M Brick work in C.M 1:5 mix including all labour 1.000{Nos 10.00 10.00|\NR Ten Only
15 1.02  |Brick workin C.K 1:5 mix using 2nd class 25.000{Nos. 300.00 ?500.0ﬁ|\NR Seven Thousand Five Hundred  Only
% [piat -1 - A‘ i @ “y s jpc\umng 20.000|Nos 10.00 zm.m|wR Two Hundred  Only
— cluding 1.000{Nos 10.00 10.00{INR. Ten Only
BIf S A-fAE pn
17 T
'13 l: » 1.565|Nos. 50.00 T 28 96l IND Cougnty Einht and Daico Tuianhy Fivg Nnk:
x| T —_— -
i W: —— - ] -
ey —_—
e — Right Click here and then click
1] cludin 1.000{Nos R “ . ”
| pete 4 the “Insert Copied Cells
2 . cluding 1.000|Nos 10.00
— Paste Spedial.. P i O
3| ice 0s tion
2 Insert Copied Cell.. s 1.000]os 000 P ’
5| Delete. fiing
it f 1.000(N 10.00 10.00| R Ten 0
2] | Clear Coptents bl i | A0
7 ks 1.000]Nos 10.00 1000 Ten Only
2 Filter P lices 1.000{Nos 10.00 10.00|\NR Ten Only
1| | Sort 3 1.000|Nos 10.00 10.00|\NR Ten Only
B 1.000]Nos 10.00 10.00[NR Ten Only
Ti | Insert Commert 7939,25|INR Seven Thousand Nine Hundred & Thirty Ning 4
El f‘ Format Cells.., and Paise Twenty Five Only
Q i 2 ,00/INR Zero Only
} Pick Fram Drop-down List... Select ‘ 0 Uﬂ‘
S = Name a Range...
q INR Zero Only
Qg Hyperlink...
3
3
£
35
Y
£
O M| BoL D

Seledt destination and press ENTER or choose Paste
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EO]

Figure 3.1.10. Now Right click over the cell where you want to insert the copied cell

Ak Tk

101 Brick work in C.W 1:5 me< including all labour 1.U0U|Nos 0. AWMU INE Ten Unhy
1.02 Brick work in C.M 1:5 mix using 2nd class 25.000|Nos 300.00 7500.00|INR Seven Thousand Five Hundred Only
1.03 Plastering in C.M 1:5-12 mm thick with including 20.000|Nos 10.00 200.00)INR Two Hundred Only
1.04 Plastering in C.M 1:5-12 mm thick with including 1.000|Nos 10.00 10.00|INR Ten Onhy
cost and conveyance of all materialz and in
1.05 b} Clbend 22.5° (250mm dia) 1 SRS Nng 50 00 72 25[INR. Seventy Eight and Paise Twenty Five Only l
f M for 100mm sluice . INR. Twenty Onhy
Insert Paste T Select the Shift cells down NR Turanty Only
Insert id fixing spls. Including 14 Opt|0n and then C“Ck OK INR Twenty One Only
- . . T INR Ten Only
() shift cells right Wﬂ
_ mm sluice INR Ten Onhy
for 100mm sluices 1.000|Nos 10.00 10.00|INR Ten Onhy
V'C Pipe. Heading
43 (one cement four 1.000|Nos 10.00 10.00]INR Ten Onhy
—— using 2nd class 1.000|Nos 10.00 10.00] MR Ten Onhy
8.03 Construction of chamber for 100mm sluices 1.000|Nos 10.00 10.00|INR Ten COnhy
9 The Total value of Schedule1 1.000|Nos 10.00 10.00|INR Ten Onhy
10 The Total value of Scheduled 1.000|Nos 10.00 10.00|INR Ten Onhy
Total in Figures 7939.25|NR Seven Thousand Nine Hundred & Thirty Nine
and Paise Twenty Five Only
‘Quoted Rate in Figures X INR Zero Onhy
Select ‘ 0.00
‘Quoted Rate in Words INR Zero Only

Figure 3.1.11. Select the “Shift Cells down” to insert the cells.



- Now after 1 row insertion and values are copied, so the Item Code / Make column value of new
row is same as the copied row.

g Templteds [Compatbity Vedsl - Micreror B I ==

Home  Insert Page Layout  Formulas Data Review | View @ - = x

% L_ji [ZLI a"tﬁ J U Evlj__!:::- Hide Comment Jﬁ ‘*L@I u,;; & Protect and Share Waorkbook

2 Show All Comments & Allow Users ta Edit Ranges

Spelling Research Thesaurus Transtate | New  Delete Previous Next Protect  Protect  Share
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Froofing Cunl Arial =11 - AN A BB eg s f Changes
B14 - S| BrickworkinC.MLS B £ = 15 - & - A - 538 plete =
A B D E E B BC BD BE BF BG BH Bl B BK. =
1a 101 ||Brick workin C.M 1:5 mix including all labour at 40.00| NR Ten Only
15| 102 |[Brick workin C.i1 1:5 mix Using 2nd class 2| con 7500.00| R Seven Thousand Five Hundred_ Only
15 103 |Pastering in C.M 1:5-12 mm thick with including | 200.00[NR_Two Hundred_Only
104 |Plastering in C.M 1:5-12 mm thick with including @ Paste 10.00| N Ten Only
costand conveyance of all materials and in Paste Special..
17
18 105 Plastering in C M 1:5-12 mm thick with including Insert 10.00|NR Ten Only
38| 106 |n) Clbend 225" (Z50mmai) Delete na[e =en e e reo| - Select the B and D column and
) 2 Construciion of chamber for 100mm shice L 20.00| WA Twenty Only
1 3 Construction of chamber for 100mm sluices. ) = 20.00[NR Twenty Only . . .
2 [ Supplying, Conveying and fxing spis.Including & Eormat Cells... 71.00| IR Twenty One Only then nght CI|Ck, then CI|Ck
23 5 Supplying, Conveying and fixing spis. Including Column Width
28] © Construction of chamber for 100mm shiice Hide Un hid e
25 7 Construction of chamber for 100mm sluices T TET Oy |
26 8 Laying and Jointing PVC Pipe. Heading xdlohide: I b
27 BU1__|[Plain Cement Concrele 146 (one cement four 1.000]Nos. 10.00 10.00[NR_Ten Only
23 802 ||Brick workin C.M 1.5 me using 2nd class 1.000]tos. 10.00 10.00| N Ten Only
s 803 ||Construction of chamber for 100mm siuices. 7.000][Nos. 10,00 10.00[NR_Ten Only
B 5 |The Total value of Schedulel 1.000]Nos. 10.00 40.00| N Ten Only
10 |The Total value of Scheduies 1.000Nos. 10.00 10.00[ INR Ten Only L
E:
TTotalin Figujes 7949.25|NR Seven Thousand Nine Hundred & Forty Nine and
. Faise Twenty Five Only
Quoted Rate]in Figures 0.00| MR Zero Only
Select
33
2 Quofed Ratsfin Words INR Zero Only
35
36
a7
25 s o 2
1« <> | _BoQL T i
Ready Average: 347825 Count65  Sum: 69,565 u

Figure 3.1.12. Unhide C column.

- Change the Item Code / Make column value of new row.

1.02 Brick work in C.M 1:5 mix using 2nd class |00005153|01000m114 25.000|Nos 300.00 zean onlo Tk, A Eiatlundead Dok 1

1.03 Plastering in C.M 1:5-12 mm thick with including |poO0S1SEIDIDO00TTIS

1.04 Plastering in C.M 1:5-12 mm thick with including
cost and conveyance of all materials and in

20.000 |Nos 10.00

000 s 500 Modify the Item Code of the new

| — inserted row
w1

1.05 Plastering in C.M 1:5-12 mm thick with including

cost and conveyance of all materials and in
1.06 b} Clbend 22.5° (250mm dia) 0000S1SEI0N000HT 1.565|Nos 50.00 73.25' INR Seventy Eight and Paise Twenty Five Only
2 Construction of chamber for 100mm sluice 0000SISEI0ID000TTE 1.000|Nos 20.00 20.00' INR Twenty Only
3 Construction of chamber for 100mm sluices 0000SISEI0I00001Ha 1.000|Nos 20.00 20.00' INR Twenty Only

Figure 3.1.13. Modify Item Code value of new row.

- Repeat these Steps for every Row you want to insert for more work item Description.

- After Completing the BOQ you have to protect it. To protect the BOQ follow the steps as
you did to unprotect it. But don’t give the password testing because it is known to
everybody. So while Protecting the BOQ give the Password of your own but remember it
or else if it is lost you cannot open the BOQ anymore.

- While Protecting the BOQ it will ask the password two times, give the Password of your
choice 2 times and save it.

Note: Don’t ever try to think that you will leave any of the Serial Numbers as Blank. This will give
you 100% error while generating the BOQ
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