
 
 

 
 

1. How do I login to the System? 
You can use the registered email address and password provided by Company to login into the system. 

The system URL will also be provided by Company. 

Steps to Login. Refer Fig .1: 

1. Enter registered email address in “Email Address” field. 

2. Specify the password in “Password” field. 

3. Click “Login” button 

Fig. 1 

 



 
  

4. Upon successful login you will be directed to “Home” screen of the system which shows you 

“Dashboard” 

Dashboard: Dashboard contains short summary of the overall activities that you may perform using 

the system. Refer Fig.2 

Fig.2 

 

 

 

 

 

 

 

 

 

 



 
  

2. How do I reset my password? (or) How do I retrieve my forgotten 

password? 
 

A) Using “Forgot Password” link 

 

1. If you have forgotten your password and would like to retain it, you can click the  

“Forgot Password” link on the login page. Refer Fig. 3 

Fig. 3 

 
 

2. Clicking on “Forgot Password” link will take you to the next screen where in you need to enter 

your registered email address.  

3. Enter your registered email address and click “Send” button. Refer Fig.4 



 
  

Fig.4 

 
 

4. Your password will be sent to your registered email address, please check your Spam/Junk email 

folder. Sometimes, certain email clients do not recognize email from Company. If you find 

Company email messages in your Spam or Junk folder, add those email address to your email 

contacts, or Safe senders list. This will allow your mail client to recognize Company emails and 

deliver them to your Inbox. 

 

B) Using “Password Setting” page 

 

1. Upon first time login, you might use the default password provided by Company IT Support 

Team. However, later if you want to change your password you can click on the “Password 

Setting” menu and specify your Current Password and enter your desired Password in “New 

Password” and “Re Enter Password” field. Refer Fig. 5 

2. Make sure your login with the new password next time when you use the system. 

  

 

 

 

 

 



 
  

Fig. 5 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
  

3. How do I submit an Pharma Tender Online using the system? 

 
1. Click on the “View Tender” menu to view the available Tender. Refer Fig.6 

Fig. 6 

 

2. Before you place your bid online, you need to get Subscribe for that particular Tender. 

3. Company IT Support Team can also Subscribe to the Tender on your behalf, please contact 

Company if you intend to do so. 

4. To Subscribe by yourself, please click on “Subscribe” link as shown in the below figure 

 

Fig.7 

 



 
  

5. Check the “Pharma Annual Tender” and click “Subscribe” button. 

Fig.8 

 

 

6. To view the status of your Subscription, click on “View Subscription” link. 

Fig.9 

 



 
  

7. Following screen shows the Subscription Status as still “Pending”. 

Fig.10 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
  

8. Once the Subscription is approved by the Admin, you can view the status as below. 

Fig.11 

 

9. You won’t be able to place your bid unless your Subscription is “Approved”. To place your bid  

click on the link “Bid Online”. Refer Fig. 12 below. 

Fig.12 

 

 



 
  

10. Please find the description of the highlighted section from “Bid Online” screen. Refer Fig.13 

 

 

This shows the overall statistics of the Tender that you intend to bid and submit 
online. It contains percent (%) that shows you exact percent according the  
Quoted Items. 
 

 
 

 

You can use the “Search Item Name” box to search specific Item from the Tender 

 

You may use “View By” option to view the following: 
1. Quoted Items 
2. Non Quoted Items 
3. All 

 
 

 

You may also search Tender Items using their “Description”  
 

 
 



 
  

 

To quote a particular item, click on the link “Quote Item” 

 

Once you are sure with all the quoted items and want to place/submit your final 
bid, you can click on the button “Submit Final Bid” 
IMPORTANT: You won’t be able to modify or change your bid once you Submit Final 
Bid 

 

Fig.13 

 



 
  

4. How do I Quote Pharma Item? 
1. Please find the description of the highlighted section from the “Quote Item” Screen. Refer Fig.14 

 

 
 
 
 
 
 
 

This shows the overall statistics of the Tender that you intend to bid and submit 
online. It contains percent (%) that shows you exact percent according the Quoted 
Items. 
 

 
 

 

 
This section helps user to navigate between Items easily. 
User can also mark the quoted item as “Duplicate” who intent to quote under 
different Trade Name 

 
 

 

The section shows the detail information about the Item. 

 

To Quote Item in same UOM, Stocking Unit and Conversion, please select this 
option. With this option the Quantity Quoted can be less or equal to the Order Qty. 
but cannot be greater than Order Qty. If the Quantity Quoted has to be more than 
the Order Qty then follow the Step 5as below. 

 

To Quote Item in different UOM, Stocking Unit and Conversion, please select this 
option and specify UOM, Stocking Unit and Conversion respectively. 

 

These are auto calculated field based on the discounts and compensation; user may 
not have access to these fields for modification. 

 

These are auto calculated fields which represents Final Price/Unit and Final 
Price/Stocking unit of the Quoted Item. 
Note: Final Price Per Stocking Unit will be considered as the Final Bidding Price 

 

 

 

 

 

 

 



 
  

Fig.14 

 



 
  

2. To Quote Item in same UOM, Stocking Unit and Conversion, please select this option. 

The highlighted fields will be ready only. Refer Fig.15 

Fig.15 

 
 

 

 

 

 

 



 
  

3. Click on “Save” button to place bid for the current Item. System will show a confirmation 

message. Refer Fig.16 

Fig.16 

 

 

 

 

 

 

 



 
  

4. All the Quoted Items will be shown using GREEN color code. Refer Fig.17 

Fig. 17 

 

 

 

 

 

 

 

 

 



 
  

5. Quoted Item can be marked as “Duplicate”, If the user intent to quote the same Item under 

different Trade Name. Refer Fig. 18 

Fig. 18 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
  

6. To view all the Quoted Items, click on the link “Generate Report”. Refer Fig.19 and Fig.20. You 

may save this Report in the form of PDF file for future reference. 

Fig. 19 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
  

Fig. 20 

 

 

 

 

 

 



 
  

7. Once you are sure with all the quoted items and want to place/submit your final bid for the 

Tender, you can click on the button “Submit Final Bid”. Refer Fig. 21 

IMPORTANT: You won’t be able to modify or change your bid once you Submit Final Bid. 

Fig. 21 

 

 

 



 
  

5. How do I submit Non Pharma Tender Online using the system? 

 
1. Click on the “View Tender” menu to view the available Tender. Refer Fig.22 

Fig. 22 

 

 

2. Before you place your bid online, you need to get Subscribe for that particular Tender. 

3. Company IT Support Team can also Subscribe to the Tender on your behalf, please contact 

Company if you intend to do so. 

4. To Subscribe by yourself, please click on “Subscribe” link as shown in the below figure  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
  

Fig.23 

 

5. Check the “Non-Pharma Annual Tender” and click “Subscribe” button.  

Fig.24 

 

 

 



 
  

6. To view the status of your Subscription, click on “View Subscription” link.  

Fig.25 

 

7. Following screen shows the Subscription Status as still “Pending”. 

Fig.26 

 

 



 
  

8. Once the Subscription is approved by the Admin, you can view the status as below. 

Fig.27 

 

9. You won’t be able to place your bid unless your Subscription is “Approved”. To place your bid  

click on the link “Bid Online”. Refer Fig. 28 below. 

Fig.28 

 

 



 
  

10. Please find the description of the highlighted section from “Bid Online” screen. Refer Fig.29 

 

 

This shows the overall statistics of the Tender that you intend to bid and submit 
online. It contains percent (%) that shows you exact percent according the  
Quoted Items. 

 

 

You can use the “Search Item Name” box to search specific Item from the Tender 

 

You may use “View By” option to view the following: 
4. Quoted Items 
5. Non Quoted Items 
6. All 

 
 

 

You may also search Tender Items using Classification and then by Item Groups 
 

 
 

 
 

 

To quote a particular item, click on the link “Quote Item” 

 

Once you are sure with all the quoted items and want to place/submit your final 
bid, you can click on the button “Submit Final Bid” 
IMPORTANT: You won’t be able to modify or change your bid once you Submit Final 
Bid 

 

 



 
  

Fig.29 

 

 

 

 

 



 
  

6. How do I Quote Non Pharma Item? 
1. Please find the description of the highlighted section from the “Quote Item” Screen. Refer Fig.30 

 

 
 
 
 
 
 
 

This shows the overall statistics of the Tender that you intend to bid and submit 
online. It contains percent (%) that shows you exact percent according the Quoted 
Items. 

 

 

This section helps user to navigate between Items easily. 
User can also mark the quoted item as “Duplicate” who intent to quote under 
different Trade Name 

 
 

 

The section shows the detail information about the Item. 

 

To Quote Item in same UOM, Stocking Unit and Conversion, please select this 
option. With this option the Quantity Quoted can be less or equal to the Order Qty. 
but cannot be greater than Order Qty. If the Quantity Quoted has to be more than 
the Order Qty then follow the Step 5 as below. 

 

To Quote Item in different UOM, Stocking Unit and Conversion, please select this 
option and specify UOM, Stocking Unit and Conversion respectively. 

 

These are auto calculated field based on the discounts; user may not have access to 
these fields for modification. 

 

These are auto calculated fields which represents Final Price/Unit and Final 
Price/Stocking unit of the Quoted Item. 
Note: Final  Price Per Stocking Unit will be considered as the Final Bidding Price 

 

 

 

 

 

 

 

 



 
  

Fig.30 

 

 



 
  

2. To Quote Item in same UOM, Stocking Unit and Conversion, please select this option. 

The highlighted fields will be ready only. Refer Fig.31 

Fig.31 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
  

3. Click on “Save” button to place bid for the current Item. System will show a confirmation 

message. Refer Fig.32 

Fig.32 

 

 

 

 

 

 



 
  

4. All the Quoted Items will be shown using GREEN color code. Refer Fig.33 

Fig. 33 

 

 

 

 



 
  

5. Quoted Item can be marked as “Duplicate”, If the user intent to quote the same Item with 

different parameters. Refer Fig. 34 

Fig. 34 

 

 

 

 

 

 

 

 

 

 



 
  

6. To view all the Quoted Items, click on the link “Generate Report”. Refer Fig.35 and Fig.36. You 

may save this Report in the form of PDF file for future reference. 

Fig. 35 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
  

Fig. 36 

 

 

 



 
  

7. Once you are sure with all the quoted items and want to place/submit your final bid for the 

Tender, you can click on the button “Submit Final Bid”. Refer Fig. 37 

IMPORTANT: You won’t be able to modify or change your bid once you Submit Final Bid. 

Fig. 37 

 

 



 
  

7. Where can I view records of my previous submissions? 
1. You can view all the previous submission under the respective menu. In case of Tender it 

can be seen in “View Tender” menu under “Submitted Tenders” section. 

Fig. 38 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
  

8. How do I change my name, email address and other information? 
1. You can change your profile information under the “My Profile” menu. 

 

Fig. 39 

 

 

 

 

 

 

 

 


