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1 Introduction 
 

This document covers the end to end process of vendor registration process for 

following procurement scenarios:  

• Supplier Self Registration 
• Vendor Registration – Open / Global Tender 
• Bidder Bidding Process 

 

2 Supplier Self Registration 
Supplier self-registration process consists below mentioned major heads  

• B1 form submission  
• B2 form submission 
• Registration Form status check  
• Forget Application ID 

 

2.1 B1 Form Submission 
SRM system is accessed over SRM Portal. 

Link: 

https://srm.sailisp.co.in/irj/go/km/docs/documents/Sail1/index.html  

Home screen for ISP SRM appears by accessing the aforesaid link. 

• For Supplier Self-Registration – If you are a supplier / bidder and you do not have any 
log on credential, then you have to click on Vendor Registration and then click on 
Supplier Self -Registration link. 
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•  click on New Vendor Registration Link. 
 

 

 

• If you have valid logon credential, you can log on the system by putting User ID 
and Password in the field  otherwise follow the below mentioned steps. 
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Term of Use: 

You must read the Terms of Use before you proceed. If you agree and ready to accept 

then, check on checkbox.  

 

 

 

Click on Next Button. 

 

 

Motivation of registration: Choose most appropriate option suitable to you from the 

dropdown list. 

• SAIL Employee   
• SAIL Tender Website   
• Own Initiative  
• Central Public Procurement Portal  
• Other 
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Click on Next Button. 

You will be moved to next tab Company Information. Bidder needs to fill all the 

mandatory field (all mandatory field marked *).  

General Data: 

Fill up the details in this section. 

CompanyName: Put the company name here. 

Registered Office Address: You have to put details regarding your registered office 

details. 

Correspondence Address: If your correspondence is different than Registered Office 

address, then you have to fill up details else click on the check box of Same as Registered 

Office Address. 

Country: If country is India, then choose India else choose others. 

Region: If Country is India, then choose Region. 

City: Put your city here. 

Address1: Put your address here. 

Address2: Put rest of the address here. 

PostalCode: Put your postal code here. 

Phone: Put your STD code and phone number. 

Fax No: Put your fax number here 

Email ID: Put your email id where we can communicate you.  

 

 

 

Contact Person Details: Fill up the details of the contact person. If your communication 

details are same as registered Office Address, then click on the check box of Same as 

Registered Office Address else put the details. 
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Technical Data: 

Manufacturer / Service Vendor: Choose any one of them. You cannot choose both.  

Class of Registration & Category of Registration: If you choose Service Vendor 

above, then these field will be enabled. Choose the appropriate option suitable to you. 

Material / Service Group:If you choose Manufacturer above, then these field will be 

enabled. Choose the appropriate option suitable to you. 

Constitution of the Firm:Choose the appropriate option suitable to you. 

• Public Limited Company 
• Private Limited Company Partnership  
• Sole Proprietorship 
• Partnership Farm 
• One Person Company 
• Limited Liability Partnership 
• Section 8 Company 

 
If limited companies:  If your company is a limited company, then choose yes else no. 

Are you authorised to use ISI Mark: Choose the appropriate option suitable to you. 

If Yes, attach attested copies of the authorization for each item. 

Are you ISO accredited:Choose the appropriate option suitable to you. If Yes, attach 

attested copies of Certificate. 

Are you an MSME unit:Choose the appropriate option suitable to you.If Yes, these fields 

are mandatory. 

• SSI Certificate No: (Attachment mandatory if selected) 
• NSIC Certificate No: (Attachment mandatory if selected) 
• Acknowledgement to Entrepreneur’s Memorandum No: (Attachment mandatory 

if selected) 
• Udyog Aadhaar Number: (Attachment mandatory if selected) 

If authorized dealer/trader: Give name of items with which you are dealing (with 

name of theManufacturer) 

PAN Number:Put your details here. Attachment is mandatory. 

GSTIN No.: Put your details here. Attachment is mandatory. 

CST   Registration No: Put your details here. Attachment is mandatory. 

ST/VAT Registration No: Put your details here. Attachment is mandatory. 

Excise Control Code: Put your details here. Attachment is mandatory. 
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Trade License No: Put your details here. Attachment is mandatory. 

Service Tax registration No: Put your details here. Attachment is mandatory. 

 

 

 

 

If ‘Are you ISO Accredited’ is Yes new section will appear in B1 form. Please declare 

your certifications here and upload them afterwards. 

• ISO 9001 (Attachment mandatory if selected) 
• ISO 14001 (Attachment mandatory if selected) 
• ISO/TS 16949 (Attachment mandatory if selected) 
• VDA 6.4 (Attachment mandatory if selected) 
• ISO 27001 (Attachment mandatory if selected) 
• ISO 50001 (Attachment mandatory if selected) 
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Click on Next Button. 

You will be moved to next tab Information. 

Name of your Banker: Bidder have to provide his / her bank name 

Address of your banker: Bidder have to provide his / her bank address 

Account Number: Bidder have to provide his / her bank account number 

IFSC Code: Bidder have to provide his / her bank IFSC code 

MICR Code: Bidder have to provide his / her bank MICR code 

Upload Bank Mandate: Bidder have to upload his / her bank upload 

Upload Cancelled Cheque: Bidder have to upload cancelled check  

Turn Over Details: Bidder have to provide last 3 years turn over details. 

 

 

 

Click on Next Button. 

You will be moved to next tab Other Customer. 

Customer Name: Bidder will provide reference major customer whom he works for. 

 

 

 

Click on Finish Button. 

Successful completion of aforesaid process will provide Registration Number and mail 

will trigger in your registered mail id. 
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• If you have already applied for registration and want to know your status then, 

put  your application ID and Submit. You will get the details. 

 

 

2.2 B2 Form Submission 
 

Once registered B1 Form got approved by ISP, bidder can enter details for B2 form. 

SRM system is accessed over SRM Portal. 

Link: 

https://srm.sailisp.co.in/irj/go/km/docs/documents/Sail1/login.html  

Home screen for ISP SRM appears by accessing the aforesaid link. 

• Click on Vendor Registration followed by click on Supplier Self Registration link  
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You will get this screen. 

• If you have valid logon credential, you can log on the system by putting User ID 
and Password in the field. 

• For Supplier Self-Registration – If you are a supplier / bidder and you do not 
have any log on credential, then you have to click on Supplier Self -Registration 
link. 

 

You will reach this page. 

• If you have already applied for registration and want to know your status then, 

put you’re your application ID and Submit. You will get the details. 

• If you are a first-time user, then click on New Vendor Registration Link. 
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Bidder have to provide his / her application id from his registered email or bidder can 

use Forget Application ID (For detailed Forget Application ID please navigate from 

content). 

Click on submit. 

You will be moved to new page where you can get link for “Complete Vendor 

Registration part II”. By accessing the link bidder can enter data in B2 form 
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Click on Complete Vendor Registration part II 

You will be moved Vendor registration part II. In this application bidder can view his 

preselected data which has already been filled up by bidder. All this prepopulated 

information will appear in non-editable mode end of which bidder will have a option for 

part II registration. 

 

 

 

 

 

Click on “Proceed to Vendor Registration B2” 

You will be moved to next tab named B2 Form. 

Supply Capacity (Unit/Month):  Bidder have to provide item wise capacity 

Technical Facility: Bidder have to provide capacity, description, make and remarks 

Processing Fee 

Fill up the details in this section. 

Bank Name: Bidder have to provide bank name for submitted Demand Draft 
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DD Number: Bidder have to provide Demand Draft Number 

DD Amount: Bidder have to provide Demand Draft Amount 

Upload Scan copy of DD: Bidder have to provide scan copy of provided Demand Draft 

Branch: Bidder have to provide brunch name for submitted Demand Draft 

DD Date: Bidder have to provide date of submitted Demand Draft 

 

 

 

Click on Submit. 

You will be moved to next page with successful registration message. If any error 

persists you bidder will not able to submit the form without correcting the same.  

 

 

2.3 Registration form status check 
 

Bidder have the provision for checking his/her registration form status form portal. 

Link: 

https://srm.sailisp.co.in/irj/go/km/docs/documents/Sail1/login.html 

https://srm.sailisp.co.in/irj/go/km/docs/documents/Sail1/login.html
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Home screen for ISP SRM appears by accessing the aforesaid link. 

 

 

 

 

 

 

 

You will get this screen. 

• If you have valid logon credential, you can log on the system by putting User ID 
and Password in the field. 
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• For Supplier Self-Registration – If you are a supplier / bidder and you do not 
have any log on credential, then you have to click on Supplier Self -Registration 
link. 

 

You will reach this page. 

• If you have already applied for registration and want to know your status then, 

put you’re your application ID and Submit. You will get the details. 

• If you are a first-time user, then click on New Vendor Registration Link. 
 

 

 

Bidder have to provide his / her application id from his registered email or bidder can 

use Forget Application ID (For detailed Forget Application ID please navigate from 

content). 

 

Click on Submit. 

You will be moved to next page and found the status of his/her registration form status. 

 

2.3.1 B1 Form status after approval 
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2.3.2 B2 Form status after submission 
 

 

 

2.3.3 B2 Form status after approval 
 



 

User Manual for SRM 

(Initial version) 

PRAGATI  

 

Page 20 of 71 TCSand SAIL-ISP Confidential 

 

2.4 Forget Application ID 
 

Bidder can use forget application id application for retrieving his / her registration 

number.  

 Link: 

https://srm.sailisp.co.in/irj/go/km/docs/documents/Sail1/login.html 

Home screen for ISP SRM appears by accessing the aforesaid link. 

 

 

https://srm.sailisp.co.in/irj/go/km/docs/documents/Sail1/login.html
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You will get this screen. 

• If you have valid logon credential, you can log on the system by putting User ID 
and Password in the field. 

• For Supplier Self-Registration – If you are a supplier / bidder and you do not 
have any log on credential, then you have to click on Supplier Self -Registration 
link. 

 

 

 

You will reach this page. 

• If you have already applied for registration and want to know your status then, 

put you’re your application ID and Submit. You will get the details. 
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Click on Forget Application ID 

You will be moved to new page  

PAN Number: Bidder have to provide registered PAN number for getting his / her 

registration number. 

 

 

 

 

3 Registration for Open / Global Tendering 
 

Link: 

https://srm.sailisp.co.in/irj/go/km/docs/documents/Sail1/login.html 

Home screen for ISP SRM appears by accessing the aforesaid link. 

 

From the home page of ISP SRM Portal → Click on login 

 

 

Click here 

https://srm.sailisp.co.in/irj/go/km/docs/documents/Sail1/login.html
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Below page will open → Click on the Registration for Open / Global tender (for non-

enlisted agencies) 

Note : Interested bidder who are not enlisted with ISP can view the published RFx by 

clicking on Guest User link. 

 

Supplier Self-Registration form will open → fill-up the form as instructed below. 

 

Select Motivation of registration from the drop down. 
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Fill-up general company details. 

 

 

Fill-up Technical data  

 

All the necessary document need to be uploaded, follow the below steps. 

Click the check box if applicable → click on the browse → choose the file from PC → 

click on upload. 

Note: After selection of every tick box, it is mandatory to upload the necessary 

document. File size should not be more than 1 MB. 
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Attached documents can be visible through the attachment section of the registration 

form. 

 

Delete Attached document 

Select the row → click on the delete button → click on yes in the confirmation massage. 
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Suppliers who already registered in any other sail unit should select the below points as 

“YES” and provide the Vendor code.  

 

All the necessary document should be uploaded by supplies for the filled lines. 

 

If “ISO accredited” then “QM & Environment” section will be activated, which needs to 

be filled by supplier. 
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Mandatory Bank related details to be filled in “Financial Position” section, and Turnover 

amount for last three years need to fill by supplier along with the necessary document 

upload.  

 

In the contact person information section supplier can copy all the general company info 

for the below part, also deferent details can be provided.  

 

 

 

In the Product category section supplier needs to tick the product which supplier 

wanted to supplie. 

 

 



 

User Manual for SRM 

(Initial version) 

PRAGATI  

 

Page 28 of 71 TCSand SAIL-ISP Confidential 

 

 

Once the form is filled, data privacy statement should be accepted (tick) → click on send 

→ Confirmation massage will appear. 
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Once your application got approved by ISP, you will receive an e-mail on your 

registered e-mail containing user id and password. On receipt of the same, the 

bidder can participate in the RFx by log in through user id and password. 

Participation process is same as clause no. 4.2 

 

4 Vendor bidding process in SRM system 
 

4.1 BID Notification to bidder: Registered Bidder will get the 
following Mail in their registered mail id. 

 

Mail Body with RFX attachment 
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4.2 Bidder has to Login into SRM portal 
 

Path: https://srm.sailisp.co.in 

 

https://srm.sailisp.co.in/
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Click on Login 

 

 

 

Registered vendor needs to login in the ISP SRM portal with the provided user ID & 

password 
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After successful login below page will open. 

 

 

RFx& Auction list display: 

To view the RFx list, click on RFx and Auction → Click on All (eRFxs) → Entire RFx list 

will appear. 
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Details of column in this view list  
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Event number = RFx number 

Event description = Docket number 

Event type = Type of RFx (Single, limited, Open/Global) 

Event status = RFx status (Published, Ended – submission dead line over, completed – 

RFx has been processed) 

Start date = Bid start date 

End date = Bid Submission Deadline 

Response Number = Your Quotation number( If you have submitted the bid against 

RFx) 

Response Status = Quotation status (No bid created, Submitted, Saved) 

Event version = RFx published version 

Response version = Quotation last version 

To Submit bid against RFx:following process to be followed - 

 Step -1 : Click on the RFx number, click on Register button , if appeared 

 

Step-2 : You may see RFx Information Tab, Items Tab, Questions Tab, Conditions Tab, 

Notes & Attachments Tab to get the tender details. 
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Step-3  : click on Technical RFx(collaboration (c)Folder) to view Technical details (If 

any document uploaded by ISP in Technical RFx, the same will be visible and you can 

download it) 

Access to Collaboration folder for Pre Bid Discussion: Click on Technical RFX 

 

Click on Collaboration folder: Bidder will see a Pre Bid Discussion , if applicable to the 

RFx. 

Click on Pre-Bid Discussion 
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Prebid Discussion will be initiated and your query will be entered in the Entry field  

The Trail can be seen below the entry field box 

 

 

Step- 4: In RFx details screen click on Do not participate (it means participant is not 

willing  to participate in the Tender) if the bidder wishes not to participate in the tender. 

 

 

 

The Following mail will be received on your registered mail id on clicking on  

DO NOT PARTICIPATE : 
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Note: Supplier who select the option of participate or Tentative will be informed if 

any changes in RFx. 

Bidder will click on Participate tab (it means participant shows his/her interest to 

participate in the Tender) /  

 

 

 

Step-5 : Click on Create responseTab 

 

 

 

Step-6:Quotation number will be generated:  
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Step-7: Click on Save to edit the Quotation later  

 

Step-8: In the RFx list view Quotation number will populate → click on response 

number. 
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Step-9 : Click on Edit Tab 

 

 

 

 

 

 

 

 

 

 

Step-10: Click on Technical RFX ResponseTab to upload the required / relevant 

documents in Collaboration (c) Folder.  

Note: You need to upload the documents carefully as no delete is possible after upload 
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Step-11: If EMD is Applicable: Upload Relevant Documents which may include 

exemption documents as well. 

IF EMD is not Applicable then upload your technical documents   

 

Select the relevant Object type as per your requirement 
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Step-12  Tech-Bid folder  and click on create  

 

 

 

 

 

 

 

Click on Choose and select open. 

 

 

Step -13 Clicks on document 
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After EMD Upload the Cfolder will look like the below image: 

 

 

 

Step 12: click on Check Tab to view all the mandatory fields required for completion of 

bid submission.  Follow the below checking cycle- 

 

 

 

 

 

 

Step 13:  click on Questions & fill the questionnaires→ Enter your answers against 

questionnaires carefully and attach the supporting documents i.e. Bid security Bond, 

EMD exemption, technical details etc., if applicable in Technical RFx Response tab i.e. 

c-folder.  

N.B. Document uploaded in Collaboration folder i.e. under Technical RFx Response tab 

will be shared publicly. So, document shall be uploaded only in EMD & Tech Bid folder. 

 

Click on Check Button Click on SAVE Button Enter mandatory fields 

Click on Edit button 
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IF EMD is applicable : Please answer EMD Related Questions which will be mandatory. 

 

 

Step 14: Click on conditions and quote the price for individual material/ service 

activities.  

a) Predefined conditions will appear for each line item. If the conditions are not 
applicable in your cases then select the particular condition and click on Remove 
Button 
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Condition line for above highlighted items has been removed as shown below: 

 
 

b) If the predefined conditions are applicable in your cases and moreover, you want 
to further add pricing condition then select the item line and click on  Add 
Conditions button. From where you will get list of pricing conditions (example. 
Freight, forward, Packing, Insurance, CGST, IGST, SGST, others). Select 
appropriate pricing condition one by one and same will appear in line item. 

 
e.g. Adding condition item forwarding % in line item 2 
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Added line item will appear as shown below:  

 
 

 

Step 15:  Notes & Attachments: 

You may add Bidder’s Remarks by clicking on Add Button under notes.  
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Add comment on note and assigned it to general data if it is applicable for all items or 

item specific by assigning to single  

 

Similarly you may add attachment and assign it to specific item or as general data if 

applicable as shown below:  

For header level attachments 
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For item level attachments 

 

Attachment will be appeared as shown below: 

 

 Step 16: Entry of offer quantity: Click on item tab, you will see item wise quantity 

required (tender quantity) and system will automatically show you submitted quantity 

(offered quantity) same as quantity required. You may edit the submitted quantity, if 

required.  

Note: Total RFx Response Value (offer value) will be calculated on the basis of submitted 

quantity. 
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You may see the details of individual items by selecting line item and click on Details 

tab  
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Click on item level question tab, If any questionnaire is available at item level then you 

need to answer the same as shown below 

 

 

 

 

 

 

 

In the notes and attachment tab in item details level, you can see all the attachments 

which have attached at step 15 and assigned to single item 
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Delivery Schedule: You may  provide your item wise delivery schedule. Please ensure 

delivery quantity should be equal to submitted quantity. If you add more quantity it will 

automatically update your submitted quantity accordingly. 
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Step17 : Click on Tracking tab to view RFx version provided by buyer by clicking on 

RFx Version Tab as below. Active version of RFx is latest version tender against which 

you are submitting bids.  

 

You may also view your quotation versions by clicking on RFx Response Versions tab 

as shown below.  
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Step-18 : You can view summary of the RFx by clicking on Summary Tab 

 

Step-19: After completion of bid entries in all respect, click on Check Button followed by 

Submit Button 

 

 

Step-20: Until bid submission deadline is reached ,Bidder can withdraw their bid by 

clicking on Withdraw button or Edit and Re-submit the same also by clicking on Button 

respectively .  
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On EMD Acceptability: The Buyer will receive the following mail. 

On EMD Acceptance 

 

On EMD Rejection 
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Technical Offer Opening: 

The following mail will be received by the bidder. 

 

 

 

 

After Technical opening if techno-commercial clarifications are carried out , c-folder will 

be used for the same : 

Click on RFX and Auctions → Click on Response Number 

 

Your Response will open. After this click on the Technical RFx Response  

 

C-folder will open with a New folder dedicated for Technical/ Price Negotiation 
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Here various types of objects can be configured such as : 

 

The description of the same is provided above. 

 

 

 

 

For example, if you want to attach a document: 
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After attaching documents/ Note the Folder will look like this. 

 

• After techno-commercial clarifications, SAIL ISP may  float the RFX again for 
vendors to change their techno-commercial terms as per agreement and 
documents loaded in C Folder. 

• The Vendors/ Bidders will receive the following e-mail.: 

 

 

 After clicking on the above link vendor has to edit the response 
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Bidder will not be able to change Price and will be able change only the conditions 

which have been agreed as per the techno-commercial negotiation. 

***Please note that bidders may only change the conditions that have been agreed and 

in case they change any other conditions their offer will be summarily rejected 

 

 

 

4.3 Technical acceptance intimation to bidder 
 

 ON ACCEPTANCE the following mail will go: 
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ON REJECTION the following mail will be sent to the bidder. 

 

 

 

4.4 Price Opening intimation to bidder 
On price opening the following mail will be received by the vendor 
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4.5 Price Negotiation Intimation & Process: 
Sometimes price negotiations will be required for certain cases in such situations the 

buyer will send the bidder, the following mail.  

 

 

After this the bidder will login  to the SRM Portal using their User Id and Password: 

Open the RFX and click on the Response Number  

 

Click on the EDIT RFX Button: 

• Please note that on the basis of “Basis of Evaluation” the negotiated Price will be 
entered either on Overall Basis or at Item level. 

• Please be aware that the Negotiated Price will be populated by ISP Dealing 
officers and it will be an un-editable field for bidder 
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As per negotiated terms, the price will be entered by Bidder/ Vendor in the conditions 

tab.This price should be equal to the price entered by the buyer. Else the bidder will not 

be able to save the quotation  

 

 

 

4.6 Price Matching Intimation & Process: 
Sometimes order needs to be placed on Multiple sources, in such a scenario ISP Dealing 

Officers will send the following mail. 
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On Receipt of such a mail the bidder will log into SRM Portal and edit the RFX response. 
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Bidder will be able to see the L1 price to match per unit 

 

 

At the item level the bidder will have to accept the price matching either as a Yes or a 

No. 

 

 

4.7 Bid Increment Decrement Intimation & Process. 
 

In certain cases, BID Decrement will be taken from the vendors on the price bids 

submitted. 

On initiation of the process the following mail will be received by the bidder. 
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Upon receipt of the above mail the Bidder will click on the link which will take them to 

the SRM Portal. 

After clicking on RFX and Auctions. Search for the RFX and Select the required RFX 

 

 

Click on the Response Number and Click on EDIT 
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Click on Conditions. Provide either Header Decrement /Increment (Only for Project 

Cases). If the bidder wants to provide decremental bid , then they need to enter negative 

sign(-) before the decremental value which would be either percentage or amount. 

 

 

 

4.8 Supplier Self Service or SUS functionality 
 

Home page of SUS 

 

 

To view messages, click on read message  
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To view your own data 

 

 

Navigate on PO Link for Purchase Orders 

 

To View PO  click on the Purchase Order Number 
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Create notification: 

SUS provides the option to create Advanced Shipping Notification to suppliers i.e. an 

intimation before the despatch of goods. 

 

Click on create ASN 

 

 

Select line item for ASN 
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Delete the  line which is not required 
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Click on propose outstanding quantities tab to find outstanding quantity. 

 

 

• Update ASN Quantity  
• Click on Goods Delivered to Recipient 

 

 

Your ASN is saved 
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View the created ASN 

 

Select all to view all ASN.  

 

Click on ASN to View the ASN. 
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To view GRN 

 

Click on appropriate tab to view GRN 
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To view GRN  

 

 

------------------------------------------------- The End ---------------------------------------------------- 


