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1. General Information 
 
1.1. Application Overview 

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

 
1.2. Purpose & Scope  
 

Purpose of this document is to guide the railway users on the processes related to Online 
Evaluation of Bids, Preparation/Digital Signing/Submission of Tender Committee Minutes 
and Acceptance of TC recommendations for TC cases, Preparation of Acceptance Notes for 
Non TC cases, Preparation and Issue of Negotiation Letters, and Letters of Acceptance and 
all processes related to finalization of tenders.   

 
1.3. Points of Contact 
 

For clarification about any specific process of IREPS application the contact point is Help 
Desk.   
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2. My Tenders 
 

Any railway user who has to deal with tenders as Convenor, TC member, or as 
Accepting authority shall find his tender in one of the folders under the heading 
My Tenders on his Home page.   

 
These folders are described below: 

 

- Under Finalization (as Convenor/ Acc. Authority): Tenders assigned to the 
logged in user as convenor (for TC cases) or as accepting authority (for Direct 
Acceptance cases). 

 

- TC Minutes Pending (I’m Not Convenor): Tenders marked to the user by another 
official, for his role as member of tender committee. 

 

- TCRs Pending for My Acceptance: TC Recommendations submitted to a user by 
any other official for acceptance of tender committee recommendations. 

 

- Tender Cases Referred to Me for Assistance: TC Cases shared with the user by a 
superior authority for assistance in preparation of draft TC minutes. 

 

- My Finalized Tenders: Tender Cases that have been finalized by the user. 
 

Apart from these main folders, there are some more links in the My Tenders 
section for supporting activities as described below: 

 

- My Upcoming TC Minutes: This folder shows the details of TC meetings that the 
user is scheduled to attend as convenor, or as a TC member. 

 

- Search My Tender: This link provides functionality for searching tenders currently 
pending with the user, or previously finalized by him. 

 

- My Finalized Tenders – Refunds Pending:  This link lists the tender which the user 
has finalized, but for refund process for EMD / TDC has not been completed. 

  
- Refunds Awaiting My Approval:  This folders displays the tender for which the 

proposal has been marked to the user for approval of EMD / TDC refunds.  
 



                               Indian Railways E-Procurement System 
___________________________________________________________________________________________________________________________________________________________________________________________ 

IREPS: User Manual for Online Tender Decision System for IREPS (Goods & Services)  Page 6 of 79 
 

3. Assignment of Tenders to Officers 
 

3.1. The process of tender finalization starts with assignment of the tender to the concerned 
officer [Convenor of TC (for TC cases) or Accepting Authority (for DA cases)].  Assigning 
of tender cases to the respective officers is done through the Assign Convenor link on 
Home page of the Railway User as shown below. 

 
Clicking on this link opens the following interface: 

 
This interface has three tabs for Assigning Tenders, Re-Assigning Tenders, and Viewing 
Convenor   By default the Assign Tender tab is opened.  The user can view all unassigned 
tenders by clicking on Get Tenders button.  The user is also allowed to apply various filters, 
if desired, like Bidding System (Single Packet, Two Packet, All), Tendering Section, Value 
Range or Tender Number to narrow down the search.  Clicking on the Get Tenders button 
lists all the tenders which meet the selected criteria. 
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As can be seen, depending on the value of tender, and the tendering section, the system 
suggests the mode of tender decision (TC (3 member), TC (2 member), DA).  The user is 
allowed to change the Tender Mode. 
 
The user has to select the post to whom the tender is to be assigned from the dropdown 
list in the Assign to Post field. 

 
 Names of only those officials will be shown in the dropdown list against the Select 

Post field whose post has been assigned the function Deal with Tender Cases. 
 

 The user has the assign tenders for all/ some of the tenders listed on the page. 
 

 If same official is to be selected for multiple rows, select the check box for all such 
tenders as shown below.  Thereafter select official in any of the selected rows, and the 
same value will be inserted in all the selected rows.  Click on Submit to Assign button 
to complete the process. 

 
Re-Assigning of a tender to a different post can be done through Re-Assign Tender tab as 
shown below.  Clicking on the Get Tenders button lists all the assigned tenders.  The user 
can apply various filters available on the page to narrow down the search. 

 
The user has to click on Re-assign button against any of the tender to reassign the tender.  
The post to whom the case is to be transferred can be selected from the dropdown list 
against Select Post button at the bottom of the page. 
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The user has to click on Sign & Submit button to complete the process.  Reassignment of 
tenders can be done by the officer to whom the tender is currently assigned, or by 
the department admin of the unit. 

 
The post to whom a tender is currently assigned can be viewed through View Convener 
tab.  Clicking on the Submit button lists all the assigned tender along with the name of the 
official to whom the tenders are assigned.  The search can be narrowed down by applying 
the various filters available on the page. 

 
 Auto Assignment of Tenders:  A feature is under development whereby, if the tender is 

not assigned by the tendering department within 24 hours of opening, the same shall be 
assigned automatically by the system based on the value of the lowest offer received, and 
the tendering section.   
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4. Tender Decision 
 

4.1. My Tenders – Under Finalization 
 

All the tenders assigned to an officer appear in the folder named Under 
Finalization (as Convenor/ Acc. Authority) in the My Tenders section on the 
home page of the official, as shown below. 

  
The folder shows the department to which the tender pertains, Tender No. and 
Type, Tender Title, Closing Date/Time of the tender, Pending Actions & TD count, 
and Action icons for Tender document ( ), Corrigenda issued against the tender (

), Financial tabulation statement (  ), Techno Commercial tabulation statement 
( ), Bids received against the tenders (  ), Payment report for payments made by 
the bidders towards Tender document cost and Earnest Money (  ), Online 
Tender Decision Icon (  ) and Manual Tender Decision (  ). 

 
The abbreviations used on the page for tender type are as under: 

 
1st  & 2nd digits OP- Open Tender, LT- Limited Tender, ST- Single Tender, BT- Bulletin Tender, 

PT- PAC Tender, XT- Special Limited Tender 
3rd & 4th digits IN- Indigenous Tender, GT- Global Tender 
5th & 6th digit IC- Itemwise- Consigneewise, IT- Itemwise, GR- Groupwise, TV- Total 

Valuewise evaluation criteria 
7th & 8th digits 1P- Single Packet Tender, 2P- Two Packet Tender 
9th & 10th digits RA- Reverse Auction, Non-RA tenders will not have 9th / 10th digits 

 
Pending actions are shown when issue of LOAs, Negotiation letters, Counter Offer 
Letters is pending, after a tender decision has been finalized.   
 
TD Count refers to the number of TCs or Direct Acceptance decisions that have 
been finalized against the tender case. 
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4.2. Tender Decision Home Page (TD Home) 
 

Clicking on the Online Tender Decision Icon (  ) in the under finalization folder 
opens the following interface:  

 
This is Home Page for tender decision processes, and is called Tender Decision 
Home Page (TD Home in short).  This page contains the links for different actions, 
and also shows the progress made so far in finalizing the tender.    
 
The links/ sections on TD Home page are explained below: 

 
4.2.1. Initiate New Decision Process:  This link is meant for initiating the process of 

preparation of new TC minutes (for TC cases) or Acceptance Note (for DA cases).  
Clicking on this link brings up the following page:  
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4.2.2. After the tender decision process is initiated, the user has to select the Tender 
Decision Mode by clicking on Add/ Edit Tender Decision Mode link.   

 
4.2.3. The user also has to select the Decision type by clicking on click on Select / Edit 

Tender Decision link, and choosing the one of the available options.   

 
The options available in for decision type are discussed in detail in subsequent 
para.   
 
In case decision mode Tender Committee is selected, some additional options also 
become available, as shown below: 

  
4.2.4. Clicking on TC Members link brings up the following page for selection of TC 

members: 
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The members can be selected either from the dropdown under the Designation 
field, or by using the Post Picker tool.  The dropdown shows those officials that 
have been added by the user as Favourites for the purpose of Finance or Technical/ 
3rd member.   

 
Post Picker Tool- To select a post using the post picker tool, click on the post 
picker icon ( ), which brings the following pop up: 

 
After the filters for Zone, Unit Type, Rly Department, Unit, Grade have been applied, 
the posts meeting all the selected criteria are shown in the drop down list against 
the Post field. 

 
Click on the post that you want to select, and then click on the Submit button to 
insert the post in the relevant field. 
 
Adding Favourites: Favourites can be added for a purpose through My 
Favourites link in the My Profile Section on the Home Page. 
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Clicking on this link brings up the following interface: 

 
Please follow the steps mentioned on the page to add a favourite.  Favourites can 
be added for various purposes as shown below: 

 
The user has to select the purpose, and then click on the Sign & Submit button to 
add the selected post as favourite.   
 
Posts added to My Favourites as 3rd Member / Technical Member appear in the 
dropdown list against 3rd member in the TC members selection page.   
 
Similarly, the posts added to My Favourites as Finance Member appear in the 
dropdown list against Finance member in the TC members selection page. 

    
4.2.5. After the Decision Mode, Decision and TC members are selected for a TC case, 

clicking on the TC minutes link brings up the Draft TC minutes, as shown below:  
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Draft TC Minutes 

 
Similarly, after selection of Decision Mode, and Decision, clicking on Tender 
Acceptance link brings up the draft Acceptance Note. 

Draft Acceptance Note 
 

The detailed procedure to prepare TC minutes or Acceptance Note (for DA Cases) 
is explained in subsequent paras. 

 
4.2.6. Seek Secretarial Assistance:  This feature allows the convenor of tender 

committee to select an assistant who can then view the tender, and prepare draft 
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TC minutes.  The assistant will not be able to sign/ publish TC minutes or any other 
document.    

 
The assistant with whom the tender is to be shared can be selected from the drop 
down list against Seek Secretarial Assistance from field.  The access of the 
assistant can be provided / withdrawn at any point of time by selecting / removing 
the check box against Share Case with Assistant field and clicking on Save button. 
 
Even when the tender case is shared with an assistant, the same can always be 
accessed by the convenor, who can also see all the changes made by the assistant.  

 
4.2.7. Tender Committee Meeting Date:   This link allows the convenor of the Tender 

Committee to issue TC meeting letter.  Clicking on this link opens the following 
interface: 

 
The meeting letters issued previously are displayed under the heading Previous 
Letters Issued.  The user has to click on the link Issue New Tender Committee 
Meeting Letter to prepare and issue a new TC meeting letter.  Clicking on this link 
brings up the following interface: 
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The user has to pick a date using date tool, and select the time (Hours/ Minutes) 
for the TC meeting.  By default the address associated with the post of the convenor 
is displayed in the Venue field, and the same can be edited.  Remarks, if any can be 
entered in the Remarks field. 

 
 Please keep the address associated with your Post updated to avoid repeated 

editing of this field.  This can be done by admin through Manage Posts menu.     
 

The user can view the draft letter before publishing the same.  The user is required 
to click on the Sign & Issue button to complete the process of digital signing and 
publishing of the letter.  As soon as the letter is published the details of the same 
are shown on the interface, as shown below: 

 
The letter can be viewed by clicking on  icon.  The screenshot below shows a 
published letter.  
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Published letter can be edited, or withdrawn by clicking of the respective icons 
displayed against the letter.  Multiple TC meeting dates can be fixed against a 
tender.  

   
 System generated SMS is sent to the TC members advising them the post of the 

convenor, tender number and the meeting date and time. 
 

 Draft TC minutes cannot be signed, or shared with TC members unless at least 
one TC meeting has been fixed, and TC meeting time is over. 

 
All the upcoming TC meetings of a user (Convenor and other TC members) are 
shown in My Upcoming TC meetings folder as shown below 

 
 

Remarks Added by Convenor 
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The status of TC meetings is also shown on TD Home Page:  

 
4.2.8. Previously Finalized Tender Decisions:  This part of the Tender Decision Home 

Page (TD Home) shows all the TCs finalized (accepted by accepting authority), 
and/ or the Direct Acceptance (DA cases) recorded against the tender.  There is one 
separate row for each instance of DA or TC finalized.   

   
 

Each row in the section shows the following details: 
 
Acceptance date- The date on which DA was signed and finalized, or the date on 
which the TC recommendations were accepted by the accepting authority. 
 
Acceptance type- Whether TC or DA, and in case of TC whether the TC 
recommendations were accepted without any change, or accepted with 
modifications, or accepted for Discharge, or TC recommendations were rejected 
etc. 
 
Recommendations Type: Indicates the decision type that was chosen by the 
Tender Committee or the Accepting authority (for DA cases) i.e. Award / 
Negotiation, or Discharge, or Evaluation of Technical Bids etc. 
 
Decision:  This indicates the specific decisions that were accepted by the accepting 
authority in DA cases, or were recommended by the TC in case of TC cases.  For e.g., 
in case of Recommendation type Award / Negotiation, the Decision could be either 
Award only, or Negotiation only. 
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Pending Actions:  In case it has been decided to award the work, this field will 
show LOAs Pending until the Letters of Acceptance are signed and published.  
Similarly in case of Negotiations, the field would show Nego. Letters Pending until 
these letters are signed and published. 
 
Actions:  The purpose and associated action of icons appearing in this column in 
the Previously Finalized Tender Decisions section on TD Home Page is as under:  

 
- View TC Minutes/ Acceptance Note (  ):  Clicking on this icon brings up the 

finalized acceptance note (for DA Cases) or Accepted TC Minutes (for TC Cases). 
 
- TCR Actions (  ):  This icon is meant for the post tender decision actions.  

These actions are described in detail in subsequent sections. 
 
- Supplementary Tender Decision ( ):  This icon is meant for supplementary 

tender decisions i.e. supplementary TC minutes, or supplementary Acceptance 
Note (for DA Cases).  This link also provides the functionality of cloning TC 
Minutes or Acceptance Note.   

 
4.2.9. Withdrawn / Superceded drafts:  This part of the Tender Decision Home Page 

(TD Home) shows all the superseded draft versions of TCs.  A version of draft TC 
minutes cannot be edited after it has been shared with TC members.  If further 
editing is required, a new version is created as a duplicate of the existing version.  
The new version can then be edited.  The new draft can be shared only after the 
previous shared version is withdrawn by clicking on Withdraw this draft.  All the 
withdrawn versions are available for reference till the TC minutes are accepted by 
the Accepting Authority.  Once the TC minutes are accepted, all the draft versions 
are removed, and are no longer available.  
 

4.2.10. Mark Case as Finalized:  A tender case may have multiple tender committee or 
direct acceptance decisions.   After all the decisions have been taken against the 
case, the tender has to be marked as finalized by the Convenor (TC cases) or the 
Accepting Authority (DA cases), and only then the case is removed from the Under 
Finalization folder.   

 
A tender can be marked as finalized only after either a decision has been taken for 
Award or Discharge, and not otherwise.  Once such a decision has been taken, Mark 
Case as Finalized link becomes available on TD Home page, as shown in the 
screenshot below:  
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Clicking on this link brings up the following page on which all the tender decisions 
are listed. 

 
The user has to click on the Sign & Submit button to apply his digital signature, and 
mark the tender case as finalized. 
 

4.2.11. Discard Draft:  Any TC or DA Draft can be discarded by clicking on the Discard 
Draft link on the TD Home page. 
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4.2.12. Withdrawal of TC minutes Version:  Any TC Minutes draft that has been shared 
with TC members can be withdrawn by clicking on Withdraw This Version link 
available on TD Home page. 

   
The withdrawn version gets discarded and cannot be shared again.   A duplicate 
copy of the withdrawn TC minutes can be created through the cloning icon 
provided in the Withdrawn / Superceded draft section on TD Home page.  
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4.3. Preparation of TC Minutes/ Acceptance Note   
 
The user has to click on Initiate New Decision Process link on TD Home Page, 
Select Decision Mode, and for TC cases select TC members as explained in preceding 
para.  Clicking on TC Minutes link (for TC cases) or Tender Acceptance link (for DA 
Cases) thereafter brings up the interface for preparation of TC minutes/ Acceptance 
Note.  The screenshot below shows all the tabs that are available on this interface: 
 
 
 

 
 The combination of tabs that are displayed on the screen depends on the Tender 

Type (Open/ Limited etc.), Decision Mode (TC/ DA), Decision (Award / 
Negotiation, Retender, Evaluation of Tech. Bids etc.), Bidding System (Single/ Two 
Packet), Decision stage (Original or Supplementary decision) and several other 
factors. 

 
 Manage Tabs: The user has, in some cases, the option to remove one or more tabs, 

or to add some tabs that are not visible by default.  This option is exercised by 
clicking on the Manage Tabs dropdown. 

   
  

Selected Decision 
Mode & Type 

TC Minutes Body 

Tabs

Selected Tab 

Shortcuts to Previous Tender 
decisions and Notings 

Shortcut to TD Home 
Shortcuts to Tender 

doc., Corrigenda, 
Tabulation statements, 

Space for 
Para-wise 

Remarks by 
TC Members 

Tabs Management 

Disabled, User not allowed 
to change 

Enabled, User can 
select/ de-select 
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The tabs with check box ticked are already selected and are displayed on the page.  
The check boxes that are enabled (white background) can be selected/ de-selected 
by the user.  The checkboxes that are disabled (grey background) cannot be 
selected/ de-selected by the user. 

 
 Please exercise caution in deselecting tabs, as the data saved on the tabs shall 

be lost. 
 

There are a lot of added features and functionalities for each tab, which are 
described below. 

 
4.3.1. Top Sheet 

 
By default this tab is selected/ displayed and is mandatory for Original TC cases.  The 
tab is not displayed by default and is not mandatory for supplementary TC cases, or 
for DA cases, but can be selected through Manage Tabs option. 
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The format of Top Sheet is pretty standard one that is used on Indian Railways, and 
is self-explanatory.  The details entered on the tab can be saved by clicking on the 
Submit button at the bottom of the page. 

 
The Convenor or Accepting Authority (for DA cases) has the option to upload 
context specific documents for some of the fields by clicking on Upload/ View link 
( ).  The count of the documents uploaded will be displayed on the Top Sheet.  
Other members of the Tender committee, or the Accepting Authority (for TC cases) 
can only view the uploaded documents.   

 
Some blank fields (Sl. No. 17 to 20) have been provided for entering additional 
information. 

   
- These are optional fields, and the user can leave these blank.   
 
- Only those fields will appear in the final TC minutes, which have been filled in.   
 
- If context/ title is entered in any of these field in the left column, it is 

mandatory to enter the value in the corresponding right column, and vice 
versa.  

 
The Remarks field is available for TC cases only.   
 
- There is a single remarks field for the entire Top sheet tab, however, on other 

tabs there is a separate remarks field for every para of the tender committee 
minutes. 

   
- The remarks so entered are not part of tender committee, and have only been 

provided to facilitate exchange of suggestions/ objections etc. by the members 
of the Tender Committee.  These are visible to the TC members only.   

 
- The remarks can be accessed only as long as the TC recommendations have 

not been finalized (i.e. TC recommendations have not been accepted by the 
accepting authority).   Thereafter the remarks are permanently deleted.   
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4.3.2. General  
 

This tab is mandatory, and is selected/ displayed by default for Original TC 
recommendations.  The tab is not mandatory and is not displayed by default for 
supplementary TC recommendations, or for DA cases, but it can be selected 
through Manage Tabs option.    

 
This tab is meant for adding introductory comments about the tender.  Remarks 
field which is meant for exchange of suggestions, modifications etc. amongst TC 
members as explained in detail para 3.3.1 above is available for TC cases only.  
There is a separate remarks field for each para.  Several action icons are available 
against each para, whose usage is explained below. 
 
Insert Para Above (  ) – This icon is available against the 1st para only, and is 
meant for adding a blank para above the 1st para.  
 
Insert Para Below (  ) – Clicking on this icon creates a blank para just below the 
para against which the icon is clicked.  The para / sub para numbering is automatic. 

 
This icon can be used to add a new para at the bottom of the page, or add a new 
para between two paragraphs. 
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Insert Sub Para Below (  ) - Clicking on this icon creates a blank sub para just 
below the para against which the icon is clicked. 

  
- To create another sub para below a sub para, click on the  icon against the 

sub para. 
 

- To insert a new sub para between an existing main para and the first sub para, 
click on the  icon against the main para as shown below. 

  
Delete Para (  ) - To delete a para or sub para, click on this icon against the 
respective para or sub para.   

 
- Deleting a main para will automatically delete all its sub paras. 

 
Add Comment (  ) - This icon is meant for adding a comment in the remarks 
field.  Clicking on this icon brings up a window for adding comment as shown 
below: 
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By default the comments are added in draft mode.  These get shared when the TC 
minutes are shared by the convenor after adding comments, or when the other 
members return the TC Minutes to the convenor.  Draft comments are shown in 
red color.  The comments can also be shared by clicking on the share comments 
link on top of any page.  Any draft comments added on any tab will get shared.  Till 
a comments is shared, a comment added against a para can be edited by clicking 
on the add comment icon against the para. 

 
The content to be added to a para or sub para in any of the tabs can be typed 
directly by clicking in the para/ sub para.  As soon as a para is activated by clicking 
anywhere in it, a formatting tool bar pops up, and remains available till the user 
clicks outside the para. 

 

 
 
The toolbar has standard formatting features for Bold, Italics, Underline, 
Strikethrough, Left align, Justify, Font Color, Background color, Font, Font Size etc.  
Tooltips are provided on all icons of the toolbar, which are displayed when the 
cursor is placed over an icon.   
 
The bottom row of the formatting bar is meant for formatting tables, and becomes 
active when a table is created or inserted in the para.   
 
Standard keyboard shortcuts like Ctrl B for Bold, Ctrl U for Underline etc. can also 
be used.   
 
Clicking on the Save button at the bottom of the page saves the draft. 
 

  

Formatting Toolbar 



                               Indian Railways E-Procurement System 
___________________________________________________________________________________________________________________________________________________________________________________________ 

IREPS: User Manual for Online Tender Decision System for IREPS (Goods & Services)  Page 28 of 79 
 

4.3.3. Payments 
 

This tab is meant for discussion on the eligibility of offers from the point of view of 
submission of Earnest Money and Tender Document cost.    

 
As can be seen, 1st para of this page displays the Earnest Money and Tender 
Document cost stipulated in the tender, and the successful payment transactions 
made by various bidders against the tender, along with the payment details.  There 
is a column available against each transaction wherein the page number can be 
mentioned where the physical document is placed.  This is not a mandatory field.  
 
Any further discussion on Earnest Money and Tender Document cost can be done 
by adding new para / sub para on the page.   

 
4.3.4. Quantity 

 
This tab is meant for modifying the quantity to the accepted vis-à-vis the tender 
quantity.  This is not a mandatory tab, and is not displayed by default.  If this tab is 
required for incorporating changes in schedule quantities, the same can be 
activated through Manage Tabs dropdown. 
 
Clicking on the tab name brings up the following page: 
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When the page is opened for the 1st time, only a link named Modify Quantity is 
shown on the page.  Clicking on this link opens up the following interface: 

 
The page displays the schedule of requirements included in the tender.  It shows a 
checkbox against every Schedule Item (Individual) and Schedule Item (Lump Sum).  
Selecting any of these check box enables the Modified Qty / Value field against the 
corresponding item.  The modified quantity (in quantity unit) in case of Schedule 
Item (Individual), or the modified basic value (in Rs.) in case of Schedule Item 
(Lump Sum) can then be entered in the Modified Qty / Value field.  The system 
allows increase as well as decrease in the quantity. 

 
 No changes are allowed against Schedule Item (Group), and therefore check box 

is not shown against such items. 
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After making the required changes, the user has to click on the Save button at the 
bottom of the page, as shown below. 
 

 
The modifications get saved, and these become part of the TC minutes (or 
acceptance note in DA cases), as shown in the screenshot below: 
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The modifications so made can be corrected / edited by clicking on the Modify 
Quantity link again.  This will again open the schedule of requirements, displaying 
the modifications made earlier, which can be edited.  A modification made earlier 
can be deleted altogether by removing the check box against the item.   
 
Any further discussion regarding these modifications can be done by adding new 
para or sub para using the relevant icons.  
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4.3.5. Brief  
 
This tab is meant for discussion on the observations made in the briefing note.  
This tab is displayed by default in the original tender decisions, however, if the 
same is not required, it can be removed through Manage Tabs dropdown.  Clicking 
on the tab name brings up the following interface.  

 
As can be seen, the 1st para on the page has a table for writing the briefing note 
observation, and the clarification by the tender committee on the same.  If more 
than one observations are to be entered, additional rows can be added by clicking 
on the  icon. 

 
Any such new row can be deleted by clicking on the delete button.   
 

 No row (observation cell as well as clarification cell) can be left blank.  If no 
briefing note observation is to be discussed, please remove the briefing note 
tab through Manage Tabs dropdown. 

 
New para or sub para can be added, if required, by using the relevant icons on the 
page. 
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4.3.6. Eligibility 
 
This tab is meant for discussion on the eligibility conditions.  This tab is mandatory 
for Original tender decision (TC or DA).  The tab is not mandatory and is not 
displayed by default for supplementary TC recommendations, but it can be 
selected through Manage Tabs dropdown.  The eligibility conditions incorporated 
in the tender are inserted automatically in 1st para of the tab as shown below. 

 
Any further discussion regarding these modifications can be done by adding new 
para or sub para using the relevant icons.  
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4.3.7. Discussion on Offers 
 

This tab is meant for discussion regarding the offers received against the tender.  
This tab is mandatory for Award / Negotiation decision.   

 
The functionalities for adding content, adding para and sub para on Discussion tab 
are the same as explained for General tab above except that an additional icon  
has been provided on this tab for automated insertion of summary of offers on the 
tab.  Clicking on this icon brings up the following interface: 

 
The user can choose to insert the summary for all the offers received against the 
tender, or for fewer offers by selecting the appropriate radio button.  If Show All 
Offers option is selected, the summary of all the offers is shown on the page: 
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If summary of limited number of offers is to be displayed, the user has to choose 
the 2nd radio button option, and then enter the number of offers required to be 
displayed.   

 
After the selection has been made, the user has to click on Add to Page button and 
the summary shall be inserted in the Discussion Tab 

 
Detailed discussion on offers in the zone of consideration can be done by adding 
new para or sub para using the relevant icons available on the page.  
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4.3.8. Rate Reasonableness 
 

As the name suggests, this tab is meant for discussion on reasonableness of rates.  
This is a mandatory tab for original tender committee minutes when                         
Award / Negotiation decision mode is selected.   
 
This tab is not mandatory and is not displayed by default for supplementary TC 
recommendations, or for DA cases, however, if required the page can be selected 
through Manage Tabs option.  

 

 
The functionalities for adding content, adding para and sub para on this tab are the 
same as explained for General tab above. 
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4.3.9. Recommendations / Decision 
 

This tab is called Recommendations tab for TC cases and Decision tab for DA cases, 
and is meant for input of TC recommendations (TC cases) or Decision of Accepting 
Authority (DA cases) in a structured form.  The tab has several variations 
depending on the Decision type, which are discussed below.   
 

4.3.9.1. Award / Negotiation: The interface for this decision type is as shown below: 

 
The Select Firm field dropdown displays all the firms whose bids have been 
received against the tender, and the user has to select one of these.  Similarly, Select 
Decision Type field displays various options like Award, Negotiation, and Passover.  
Award option shall be selected if it has been decided to award the work.  If an offer 
is to be passed over for any reason, then Passover option shall be selected.  If it has 
been decided to conduct negotiations with the firm, negotiation option shall be 
selected.  After selecting the firm and decision type, the user has to click on Save 
button to save the selected details. 
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The saved details will be displayed in the lower portion of the page.  The details 
can be edited or deleted by clicking on the edit or delete button on the page.  In 
case of decision type Award, the awarded quantities, rates and value of contract 
can be seen by clicking on  icon.  

 
The process of selection of firms and decision type can be repeated for other firms 
subject to the following conditions: 
 
- There cannot be more than one Award decision i.e. the entire quantity shall be 

awarded to one firm only, and the system is not designed for splitting of 
quantities amongst multiple firms. 

 
- In case of negotiations the system will permit selection of more than one firms 

for negotiations. 
 

A few examples of different decisions are shown below: 

Example 1 

Example 2 
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After entering all the decisions, the user has to click on Proceed to Next Step button.  
This brings up the following page.    

 
As can be seen from the screenshot above, this page shows the decision taken on 
previous page.  In case a lower offer is ignored on previous page and decision has 
been taken for a higher offer, this page will automatically include such lower offer, 
with decision type Passover.   
 
The user has to verify the details shown on the page.  If any error is found, the user 
can use Back button to go back to the previous page for making corrections.  If 
everything is in order, the user has to click on Proceed to Next Step button.  If 
Proceed to Next Step button is clicked, the decision taken gets inserted in the TC 
minutes, as shown below: 

 
Even at this stage if any change is required in the tender decision, the same can be 
done by clicking on Edit Firm Wise Decision link.   
 
The user can add additional para, sub- para by using the relevant icons on the page, 
as explained in the preceding para. 
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4.3.9.2. Evaluation of Technical Bids:  There are multiple variations for this decision type 
depending on the tender type.  All possible variations are discussed below. 
 
Two Packet Normal Tender (Non Reverse Auction)    

 
As can be seen from the screenshot above, all the bidders who have submitted their 
bids against the tender are listed on the page.  Acceptance / Rejection of the 
technical bids has to be selected for each firm through the dropdown list in the 
Action column.  If the technical bid of as firm is rejected, it is mandatory to enter 
reason for rejection in the Remarks field.  These remarks shall be communicated 
to the bidder.  Remarks field is optional if the technical offer is accepted. 
 
Two Stage Reverse Auction tender, Contract Category – Works   
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This page is similar to the page for normal two packet tender except that an 
additional column is available for confirming whether the firm qualifies as a local 
supplier in terms of Make in India policy of Govt. of India.  This decision is taken on 
the basis of the local content declared by the bidder in his offer.  It is mandatory to 
select Yes or No option for each approved bid for Local Supplier field.   
 
Two Stage Reverse Auction tender, Contract Category – Service   

 
This page is similar to the page for Two Stage Reverse Auction tenders for contract 
category – Works, except that there is an additional column named for confirming 
whether the firm qualifies as a MSE firm in accordance with MSE policy of Govt. of 
India.  It is mandatory to select Yes / No option for MSE field for each approved bid.   

 
After entering the required details for all firms, user has to click on Save button to 
save the details.     Once details are saved, the user has to click on Proceed button, 
and the saved details become part of TC minutes, as shown below.  
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The user can add additional para, sub- para on the page, if required, by using the 
relevant icons on the page, as explained in the preceding para.   

 
4.3.9.3. Passover:  This decision mode is selected if the tender is to be passed over by a 

lower authority to a higher authority on account of the lowest acceptable bid being 
beyond the competence of the authority to which the tender is currently assigned.   
 
The interface for Recommendation / Decision tab for this decision type is shown 
below.   

 
As can be seen, the user is required to select the higher grade officer to whom the 
tender shall to be passed over after the tender decision is accepted.  After the 
official is selected, the user has to click on the Save button.    
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The saved details are inserted in the TC minutes, as shown below. 

 
The selected official can be changed anytime by clicking on the Change button.  
After the process of selection of officer is completed, the recommendations/ 
decision page is available wherein detailed Recommendations/ Decision can be 
entered.  On Digital Signing & finalization of the acceptance note (for DA cases), or 
on acceptance of the Tender committee recommendations by the accepting 
authority, the case is automatically reassigned to the selected officer. 

 
4.3.9.4. Other Decision Types:  For decision types other than those described above the 

user is presented with a blank recommendations/ decision page wherein the 
recommendations / decision can be typed.  

 
4.3.10. Other Terms 

 
This page is meant for entering additional conditions, and the conditions so added 
will become part of the Letter of Acceptance.  This is not a mandatory tab, and is 
not shown by default.  It can be activated through the Manage Tabs dropdown.    
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More & More conditions can be added by clicking on  icon.  Any row can be 
deleted by clicking on the delete icon.     

 
A save button has been provided at the bottom of the page to save the entered 
details.  Saved details are lost if this button is not clicked before leaving the page.  

 
4.3.11. TC Minutes / Acceptance Note 

 
This tab displays the complete Tender Committee minutes or Acceptance note by 
compiling all the details entered by the user in all other tabs discussed above.  This 
is the only page which is visible to the other TC members or to the accepting 
authority.  The page contains all the links for sharing of TC minutes with TC 
members, for withdrawing the TC minutes from any TC member, for submitting of 
TC minutes to the accepting authority, for modifying the accepting authority, and 
for signing and finalizing the acceptance note for DA cases.  The links for returning 
without signature, or signing and returning the case are also visible to the TC 
members on this page only.  Similarly, the link for acceptance options available to 
the accepting authority are also displayed on this page. 

 

 

Status Bar 



                               Indian Railways E-Procurement System 
___________________________________________________________________________________________________________________________________________________________________________________________ 

IREPS: User Manual for Online Tender Decision System for IREPS (Goods & Services)  Page 45 of 79 
 

 
A status bar has been provided on top of the page.  The display on the status bar 
changes with the progress of the tender finalization.  Another view of the status 
bar is shown below: 

 
As can be seen, the status bar displays the current stage of finalization, the version 
of the TC Minutes, the role of the logged in user, the officials with whom the TC 
minutes are currently shared, and the officials who have digitally signed the TC 
minutes.   

 
The different values for Current Status, and actions associated with these status 
are explained below. 

 
- TCM Draft: This status denotes that the draft TC minutes have not yet been 

shared with the TC member, or the Acceptance Note for DA case has not yet been 
digitally signed and finalized.     
 

- TCM Shared: TC minutes have already been shared with the TC members.  A 
version of TC minutes that has been shared with TC members cannot be edited.  
After TC minutes are shared with TC members, a link named Edit TCR becomes 
available to the convenor, however this links creates a new version of the TC 
minutes in draft mode, which can be edited and shared again.  The convenor has 
to withdraw previously shared TC Minutes through a link available on TD Home 
page before sharing a new draft with the TC members.    

 
- TCM Partially Signed: TC minutes have been signed by one member other than 

the convenor      
 

- TCM Signed: TC minutes have been signed by all the members of the tender 
committee. 
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- TCR Under Acceptance:  TC recommendations have been submitted to the 
accepting authority for acceptance. 

 
- TCR Under Clarification:  The tender has been returned by the accepting 

authority to the convenor for clarifications. 
  

4.4. Finalization of Acceptance Note  (DA Cases) 
 

After filling in all the required details in the various tabs, the accepting authority 
can finalize the acceptance note by clicking on the Sign & Finalize button at the 
bottom of the Acceptance tab, and digitally signing the accepting note. 

 
 In case the 1st tender decision is for Negotiations or Evaluation of Technical 

bids, additional tenders decisions may be required after finalization of the 1st 
tender decision.  A new decision can be initiated either by clicking on the 
Initiate New Tender Decision link on TD Home page as explained in preceding 
para, or by clicking on supplementary Tender Decision icon  appearing 
against a finalized tender decision in the Previously Finalized Tender Decisions 
section on TD Home page. 

 

 The tender doesn’t get closed automatically after a tender decision.  It is shown 
as pending with the accepting authority till it is marked as finalized through the 
Mark Case as Finalized link on TD Home Page as explained in foregoing para.   

 
Clicking on this link brings up the following page: 
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As can be seen from the screenshot above, the page displays the details of decisions 
taken against the tender, and also the pending actions, if any.  If tender decision 
activity has been completed, the tender can be marked as finalized by clicking on 
Sign & Submit button and applying digital signature.  

 
4.5. Sharing & Signing of TC Minutes  
 

After preparing the TC minutes, the convenor of the tender committee can share 
the TC minutes with the TC members by clicking on Share with Members link on 
the TC Minutes tab.   

 
Share with Members link is not visible if the TC minutes are already shared with 
all the members.  TC Minutes can be shared with members only if all the required 
details have been filled in on all the active tabs, and there is no blank para on any 
of the tabs, and at least one TC meeting has been held, i.e. there should be at least 
one TC meeting record with date and time prior to the date / time of sharing of TC 
minutes.   

 
Clicking on Share with Members link brings up the following page: 
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The members with whom the TC minutes are to be shared can be selected by 
selecting the relevant check boxes.  Remarks for each member can be entered 
separately.    

 
The process is completed by clicking on the Save button at the bottom of the page.  
The members with whom the TC minutes are shared is displayed in Status bar on 
TC Minutes, and the remarks are shown in the notings panel. 

 
TC Minutes can be withdrawn by the convenor from any member by clicking on 
the Withdraw from Members link as shown above.  This link is available only if the 
TC minutes are currently shared with any of the members of the tender committee.  
The tender case can be withdrawn from one or both members by selecting the 
member and recording the reason for withdrawing the case as shown below.    
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4.5.1. Signing/ Returning of the TC Minutes by TC members 
 

TC minutes shared with a TC member are visible to him in TC Minutes Pending 
(I’m Not Convenor folder in under My Tenders section on Home Page. 

 
 TC minutes are accessible across work areas.  For e.g. a Works module tender 

marked to a member who has access to Goods & Services module only will be 
visible even in Goods & Services module.  The TC members are not required to 
have Works module assigned to them to deal with Works tenders.  

 
The TC member can access the TC Minutes by clicking on  icon.  The screenshots 
below show the TC minutes as seen by the Members. 

Top Portion of TC Minutes  
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Bottom portion of TC Minutes 

 
The member can return the case to the convenor without signing the TC minutes 
by clicking on the Return to Convenor without Signing link at the top of the page.  
It is mandatory for the member to record reason for returning the case without 
signing.   

 
The member can return the TC minutes after signing the TC minutes by clicking on 
the Sign & Return to Convenor button at the bottom of the page. 
 
TC members can record their observations, suggestions or objections pertaining to 
any para of the TC minutes in the remarks field against the para.  The remarks 
made in the remarks field are not part of the TC minutes.  These can be viewed by 
the TC members only, and are no longer available after the TC recommendations 
are accepted/ Rejected by the accepting authority. 
 
Dissent note, if any, should be added in the body of the TC minutes.  If a TC member 
intends to add his dissent note to the TC minutes, he can return the case to the 
convenor by clicking on the Return to Convenor without Signing link, and 
recording his dissent note in the remarks field.  Convenor can add the dissent note 
to the TC minutes, along with the views of the other members, by creating a new 
version of the TC minutes.   

 
TC minutes, once shared cannot be edited.  If any further changes are to be 
incorporated, the same can be done by clicking on Edit TCR link, which creates a 
new version of the TC minutes in draft mode.  The new version can be modified 
and shared with the TC members.  However, before sharing a new version the old 
version shall be withdrawn from the Members. 
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4.6. Submission of TC Recommendations to Accepting Authority 
 

After TC minutes have been signed by all TC members, the status in the status bar 
changes to TCM Signed, and a link Submit TCR to Accepting Authority appears 
on top of the page.   

 
 The digitally signed TC recommendations can be submitted to the Accepting 

authority by clicking on the Submit TCR to Accepting Authority link.  Clicking on 
this link opens the following interface: 

 
 The accepting authority can be selected from the dropdown list, or by clicking on 

the post picker icon.  The drop down shows only those officials who have been 
added by the user as favourites for the purpose Accepting Authority through the 
My Favourites link on Home Page. 

 
The use of post picker has already been explained in a foregoing sections of this 
manual. 
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 The Forwarding Remarks field is enabled only after the accepting authority has 
been selected.  The remarks as shown in the screenshot below are added by default 
in the Forwarding Remarks field.  The convenor can edit these remarks.   

 
The convenor has to click on Sign & Submit button to mark the case to accepting 
authority after digital signing.      
 

 After the case is successfully submitted to the accepting authority, the status of 
tender changes to TCR under acceptance, and a link Modify Accepting Authority 
becomes available on the page, which can be used to mark the case to a different 
official for acceptance, if required for any reason. 
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4.7. Acceptance of TC Recommendations 
 

TC minutes shared with a TC member are visible to him in TCRs Pending for My 
Acceptance folder in under My Tenders section on Home Page. 

 
Accepting Authority can access the TC Minutes by clicking on  icon in the folder.  
The screenshots below show the TC minutes as seen by the Accepting Authority. 

                                                                       Top portion the TC Minutes page 
                                                                                                 

Bottom portion of TC Minutes Page 

 
The accepting authority can exercise various options available to him for 
acceptance/ Rejection / Modification of TC minutes by clicking on the Acceptance 
Options link at the top of the page.   Clicking on this link brings up the following 
interface: 
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The details about the tender and the convenor are displayed at the top of the page.  
The options available to the accepting authority are listed under the heading My 
Decision.  The repercussions of choosing these options are explained below: 

 
- Accept Tender Committee Recommendations:  The tender committee 

recommendations shall be accepted as proposed, without any change in item 
quantities, rates, recommended firms, recommendation decision type, etc.  
Once acceptance is completed with this option, the tender committee 
recommendations will be implemented in toto, and neither the accepting 
authority, nor the convenor of the tender committee will have the option to 
make any changes to the TC recommendations, irrespective of any remarks 
entered by the Accepting Authority in the remarks field. 

 
- Accept Recommendations with Modification Instructions:  Accepting 

authority does not intend to accept part or whole of the tender committee 
recommendations in respect of item quantities, rates, recommended firms, 
recommendation type (award, negotiations, retender, discharge etc.) etc.  The 
desired changes shall be detailed by the accepting authority in the remarks 
field.  After the decision of accepting authority is saved, the convenor will be 
provided with an interface to incorporate the changes as per the instructions 
of accepting authority. 
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- Discharge & Retender: Accepting authority has decided to discharge the 

tender, and issue fresh tender for the work.    
 

- Discharge & Drop Case:  Accepting authority has decided to discharge the 
tender, and drop the work altogether.   

 

- Return to Convenor for Clarifications:  Accepting authority intends to seek 
clarifications from the Convenor.  The clarifications desired should be detailed 
by the accepting authority in the remarks field.  Convenor will be able to re-
submit the same TC recommendations with the required clarifications.  In such 
cases the tender committee cannot modify the TC recommendations. 

 

- Reject Recommendations (TC to submit fresh recommendations):  
Accepting authority intends to reject the tender committee recommendations, 
and desires that fresh recommendations be put up by the tender committee.  
The reasons for rejecting the TC recommendations should be mentioned in the 
remarks field. 

 
After selecting suitable radio button option, the accepting authority has to click on 
the Sign & Save button to complete the process of acceptance by applying his 
digital signature.  Once this is done, for all options except Return to Convenor for 
Clarifications, this specific tender decision is marked as finalized.  

 
An entry is added in the Previously Finalized Tender Decisions section on the TD 
Home page for each finalized tender decision.  
 

 Even if final decision on entire quantity has been taken through one or more 
tender decisions, the case still remains pending with the convenor unless it 
is marked as finalized by following the process described in the foregoing 
para. 
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5. TCR Actions (  ) 
 

This icon on TD Home page in Previously Finalized Tender Decisions section is 
meant for the post tender decision actions like: 

  
- Issue of Letter of Acceptance 

- Issue of Negotiation Letters,  

- Opening of revised / negotiated bids submitted by the bidder,  

- Viewing of tabulation statement for negotiated bids,  

- Fixing of date of opening of financial bids (for 2 packet tenders),  

- Incorporating the modification instructions as per the acceptance of TCR by 

the accepting authority. 
 

Clicking on this icon brings up the TCR Actions page, which may contain various 
links for performing different actions in accordance with the accepted TC 
recommendations / acceptance note (for DA cases).  The screenshot below shows 
one such page where the decision has been taken to award the work.   

 

  
Various links that may appear on this page, and the actions associated with these 
links are described below: 
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5.1. Prepare/ View Letters of Acceptance:   
 

This link appears on TCR actions page when the decision is for award of work.  
Clicking on this link brings up the following interface:   

 
The overview tab displays the firm (s) to whom LOA is to be issued as per tender 
decision.  The tab also displays whether LOA has been issued or not.     

 
Once decision has been taken by the competent authority to award the work to a 
bidder, the system does not allow supplementary tender decision for award of 
work to a different firm.  However, to cater to the possibility of change in 
circumstances after tender decision (for e.g. banning of a firm), an option has been 
provided whereby the convenor/ accepting authority can update the LOA status as 
Not Required by clicking on the  icon.  If the cancellation has been made by 
mistake, the original status can be restored by clicking on  icon that appears 
against a cancelled LOA.  It may be noted that if the letter has already been 
published, the cancellation can be done only after the LOA is withdrawn. 

 
The system records all instances of cancellation or restoring of the status described above, 
and the same are displayed on the page as shown below 
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The 2nd tab on the interface named LOA Conditions is meant for framing the 
conditions that are to be incorporated in the Letter of Acceptance.  
 

 
 
There are certain predefined conditions on the page like Security Money, 
Performance Guarantee, Completion Period etc.  Apart from that there is a blank 
cell for adding new conditions.  Additional blank cells can be created by clicking on 

 icon.   Blank spaces have also been provided for additional remarks in respect of 
completion period, security money etc.    
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The third tab on the interface namely Letter of Acceptance is meant for signing and 
publishing of Letters of Acceptance.  Clicking on the tab opens the following page: 

 
LOA can be published by clicking on  icon.  Clicking on this icon brings up the 
draft letter of acceptance: 

 
The quantities and rates also form part of the Letter of Acceptance, as shown 
below:  
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The letter of acceptance can be published by clicking on the Sign & Publish Letter 
button on the 1st page.  The letter of acceptance is delivered to the firm in real time.  
The status is also updated on the LOA interface.  

 

 
 
Letters already issued can be viewed by clicking on  icon.  Published Letter of 
Acceptance can be withdrawn by clicking on  icon.  Users are advised to examine 
the legal aspects involved in such withdrawal before taking such action.  icon 
shows whether the firm has viewed the List of LOAs issued in their name, read the 
contents of LOA, and acknowledged the letter using his digital signature: 
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5.2. Prepare/ View Negotiation Letters:   
 

This link is on TCR Actions page is meant for issuing letters to firms calling them 
for negotiation meeting, as well as for opening of Negotiated bids.  After a TCR / 
Tender decision (for DA cases) is approved for negotiations, the previously 
finalized tender decisions section of TD Home page has an entry to this effect.   

 
Pending Actions column of this entry shows Negotiation Letters Pending.  Clicking 
on TCR Actions icon  opens up TCR Actions page. 
 

     
 

Clicking on this Prepare View Negotiation Letters link brings up the following 
interface: 



                               Indian Railways E-Procurement System 
___________________________________________________________________________________________________________________________________________________________________________________________ 

IREPS: User Manual for Online Tender Decision System for IREPS (Goods & Services)  Page 62 of 79 
 

As can be seen from the above screenshot, the negotiation interface has four tabs, 
which are described below: 

 
Overview:  The overview tab which opens by default shows the list of the firms 
with whom negotiations are to be conducted as per tender decision.  The overview 
tab also displays the current status regarding issue of negotiation letters, receipt 
of bid against the letter, and opening of negotiated bids. 

 
An option has been provided whereby the convenor/ accepting authority can 
update the negotiation status as Not Required by clicking on the  icon.  This 
functionality is already described in detail in previous section i.e. Letter of 
Acceptance interface.  If the cancellation has been made by mistake, the original 
status can be restored by clicking on  icon that appears against a cancelled row.  
It may be noted that if the letter has already been published, the cancellation can 
be done only after the negotiation letter is withdrawn.   
 
Negotiation Details:  This tab is meant for entering various mandatory details for 
conduct of negotiations.  The details include: 

 
- Date of Negotiations: i.e. the Negotiation Meeting Date.  The system allows 

date and time at least one hour later than the current date and time. 
 

- Closing Date for Bid Submission:  i.e. the last date and time by which the 
bidder can submit his revised bid. This should be at least one hour later than 
the date/ time of negotiations. 

 
- Purpose of Negotiations:  The allowed values are Price Negotiations and 

Discussion on Offer Conditions. 
 

- Venue of Negotiations:  The default value is the address associated with the 
post of the Convenor, which can be edited. 

 
- Remarks: Remarks to be displayed in the negotiation letters of all firms 

included in the stage. 
 
- Validity of Original Offer:  The period for which the bidder has to agree to 

keep his original offer valid.  The bidder will have to necessarily choose a 
period equal to or more than the stipulated period while submitting his bid. 

 
- Validity of Revised Offer: The period for which the bidder has to agree to 

keep his revised offer valid.  The bidder will have to necessarily choose a 
period equal to or more than the stipulated period while submitting his bid. 
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Users are required to click on Save button to save these details.  These details can 
be modified as long as the negotiation letters are not published.  An entry for the 
saved details is shown in Saved Data panel.  The details can be viewed, or edited 
through the corresponding icons on the page. 

 
Negotiation Letters:  After the negotiation details have been saved, negotiation 
letters can be published through the Negotiation letters tab.  Clicking on this tab 
brings up the following interface: 

 
If more than one bidder is to be called for negotiations, the meeting date/time of 
any firm can still be changed by clicking on  icon in the Action (Firms) Column.  
The closing date i.e. the date and time by which the bidders will be able to submit 
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their offers can be changed by clicking on the same icon in the Action (stage) 
column.  The closing date / time shall be the same for all the firms included in the 
stage. 
 
The negotiation letters for all firms shall be published in one go by clicking on  
icon in the Action (Stage) column.  Clicking on this icon displays all the letters in 
draft mode in a single document, one after the other.   
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All the letters can be published in one go by clicking on the Sign & Publish Letter 
button at the bottom of the document.  The screenshot below shows the 
Negotiation Letter tab after publishing of negotiation letters.        

 
Any published letter issued in favour of a firm can be withdrawn by clicking on the 

 icon against the firm’s name.  It can be re-published by clicking on the  icon.  
Letters for extension of closing date can be issued to all firms by clicking on  icon.  
The contents of any letter issued to firms for negotiation/ withdrawal/ extension 
of closing date can be viewed by clicking on  icon against the respective row. 
 
Open/ View Negotiated Bids: This is the last tab in the Negotiation interface, and 
is meant for opening the negotiated bids, as well as viewing the tabulation 
statement for negotiated bids.  The screenshot below shows a case where the 
closing date for submission of negotiated bids is not yet over.  
 

   
 

Submission of Negotiated bids by the bidders:  The negotiation letter issued in the 
name of any bidder is shown to him in My Post Tender Activities – Negotiation 
folder on his Home Page, as shown in the screenshot below: 
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The bidder can view the negotiation letter by clicking on  icon.  The bidder has to 
click on  icon to submit his revised/ negotiated offer. Clicking on this link brings 
up the following interface. 

 
It is mandatory for the bidder to select the check box against the declaration form 
before submitting his bid.  The validity offered by the firm cannot be less than the 
validity period demanded in the letter for negotiation issued to the firm.  The 
bidder can upload supporting documents through the Attach doc. interface: 

 
The revised rates have to be filled in through the Fin. Offer tab, as shown below: 
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This page brings up the same page that was presented to the bidder at the time of 
submission of original bids.  After filling up all the details in all the tabs, the bidder 
can encrypt and submit his bid through Submit Offer tab: 

 
The bidder is allowed to revise his bid before the closing date and time. 
 
Opening of Negotiated Bids: As soon as the negotiated offer is submitted by any 
bidder, the same immediately reflects in the Negotiation interface of the railway 
user in overview tab as well as Open / View Negotiated Bids tab as shown below: 
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After the closing date and time of bid submission is over,  icon becomes available 
on the bidding page for opening of bids.   

 
Clicking on the tender opening icon brings up the Tender Box Opening – User 
Authentication page as shown below: 

 
The negotiated bids are opened by the Convenor and Finance Member jointly.     
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If for some reason the tender opening officials have to be changed, the same can be 
done through  icon on the Open / View Negotiated Bids tab.  The tender opening 
officials have to authenticate by entering their passwords, and by using their DSCs.  
Once the tender opening process is complete, the tabulation statement of 
negotiated bids can be viewed by clicking on  icon.   

 
Some screenshots for tabulation statement of negotiated bids are displayed below. 
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5.3. Financial Bid Opening Date: In case of Two Packet tenders, after the tender 
decision has been finalized wherein the bids have been marked as technically 
suitable/ unsuitable, the date of opening of financial bids can be fixed by clicking 
on the TCR actions icon ( ) , which will bring up the following interface: 

 
The date of opening of financial bids can be selected from the date tool, and the 
time (hours & minutes) can be selected from the dropdown options.  Clicking on 
Sign & Issue button, and applying digital signature will complete the process.   

 
The date can be modified any time till the financial bids are opened.  All the 
modifications are displayed on the page as shown below: 

 
The financial bids can be opened any time after the date/ time so fixed, in the 
same manner in which the techno commercial bid is opened. 
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5.4. Modified Terms & Conditions (as per TCR acceptance) : - Whenever TC 
recommendations are accepted by the acceptance authority with modification 
instructions, the convenor is required to translate the instructions of the accepting 
authority, which is in the form of unstructured data, into a structured form which 
the system can understand.   This is done by convenor by preparing an acceptance 
note with modified Terms and Conditions in the same manner as is done in a DA 
case, albeit with some differences.  Although this process also comes under TCR 
actions, this is handled slightly differently.   

  

Acceptance with Modification Instructions 
 

Whenever such an acceptance is made by the accepting authority, an icon  
appears against the row in the Previously Finalized Tender Decisions panel on 
TD Home page as shown below: 
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Clicking on this icon creates a new draft on TD home page with version x.1, where 
x is the version of the TC recommendations against which the acceptance was 
made.  The tender decision mode for this is Convenor (Modified TnC), which cannot 
be changed.  

 
The convenor is at liberty to make changes to the Tender Decision type.  Clicking 
on the Modify TnC link brings up the interface similar to the one used for DA/ TC 
case, and depending on the tender decision the convenor can modify the quantity 
requirement, recommendation or terms and conditions in accordance with the 
instructions of Accepting authority.  A screenshot of Modified TnC prepared by th 
convenor is shown below: 
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 After making all the required modifications, the convenor has to click on the Sign 

& Finalize button at the bottom of the page, to apply his digital signature, and 
finalize the process.   

 
 The previously finalized Tender Decision section on the TD home page now 

displays an entry for the Modified Terms and Conditions so prepared, along with 
the pending actions. 

  
Any actions like Issue of LOA, Issue of Negotiation letters etc. against Modified TnC 
can be taken through TCR Actions icon (  ) against Modified TnC row on TD Home. 
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6. Miscellaneous 
 

6.1. Search My Tenders:  This functionality allows the railway user to search tenders 
assigned to him. 

 

Clicking on Search My Tender link in the My Tenders section opens up the 
following page. 

 
The user has to enter 4 or more letters of the tender number to search the tender.  
The results are displayed in two different blocks, one for Tenders Under 
Finalization, and another for Finalized tenders as shown below.  

 
Clicking on the Tender decision icon ( ) in the Tenders Under Finalization block 
opens TD Home page for the selected tender.  Clicking on the Finalized Tenders 
icon ( ) in the Finalized Tenders block brings up details of all tender Decisions 
finalized against the tender. 
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6.2. Finalized Tenders:  All the finalized tenders pertaining to all the sections assigned 
to a user, whether finalized by him, or any other user of that section appear in the 
Finalized folder under Tenders section on Home page of the user.  

 
Apart from all other tender and offer related details, this folder has an icon ( ) for viewing 
all the tender decisions taken against the tender.  Clicking on this icon brings up the 
following page. 

 
As can be seen, this page contains details related to all tender decisions.  The action column 
of the page contains the following icons. 

 
View TC Minutes/ Acceptance Note ( ): Clicking on this icon brings up the Accepted 
Tender Committee minutes (for TC cases) or Acceptance Note (for DA cases). 
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View Published Letters ( ): This icon is meant for viewing all the letters received against 
the tender decision (Letters of Acceptance, Counter Offer Letters, Negotiation letters) and 
the responses against these letters (wherever applicable).   

 
A screenshot of the page that is opened on clicking of this icon is shown below: 

 
All letters issued against the tender are displayed on this page.  Any such letter can 
be viewed by clicking on  icon against the letter number. 
 

6.3. My Finalized Tenders:  All the tender finalized by a user himself as Convenor (for 
TC cases) or as Accepting Authority (for TC Cases) appear in the My Finalized 
Tenders folder under My Tenders section on Home page of the user. 

 
The icons in this folder have same meaning and functionality as explained above for 
Finalized tenders folder. 



                               Indian Railways E-Procurement System 
___________________________________________________________________________________________________________________________________________________________________________________________ 

IREPS: User Manual for Online Tender Decision System for IREPS (Goods & Services)  Page 78 of 79 
 

6.4. Icons / Links on TC Minutes/ Acceptance Note Page 
 

The TC minutes / Acceptance Note interface displays several icons for providing all the 
information related to the tender to anyone involved in the tender decision process.   

 
Some of these icons / links are meant for display of data related to tender and offers, 
whereas some others are meant for data generated opening process.   

 
6.4.1. Tender decision process related links 

 

- TC Movement Notings:    This link shows the remarks made by the convenor while 
sharing/ withdrawing the case to/ from other TC members, and the remarks made by 
other TC members while returning the case to the convenor. 

 

- Acceptance Notings:  This icon shows the remarks made by the convenor while 
submitting the case to the accepting authority, and the remarks made by the accepting 
authority while returning the case to the convenor. 

   

- Previously Finalized Tender Decisions:  This icon brings up a page that lists all the 
previously accepted TC recommendations/ Acceptance notes against the tender in 
hand, and also contains links for viewing these TC minutes/ Acceptance Notes.     

 

6.4.2. Tender and Offer related icons 
 

-     Clicking on this icon brings up the tender document 
 

-    This icon is meant for viewing all the corrigenda issued against the tender 
 

-    This icon brings up the financial tabulation of offers received against the tender 
 

-   This icon is meant for viewing techno-commercial tabulation statement 
 

-   This icon brings up list of offers received against the tender, and also  the links for      
                                   viewing the offers, and other documents uploaded by the bidders 

 

-   This icon is meant for viewing the details of payments made by the bidders towards  
       tender document cost and earnest money. 

Tender Decision Process related  

Tender and Offers related  
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7. Disclaimer 
 

7.1. IREPS software is continuously being upgraded and the Pages/ Forms shown or 
referred to in this manual may be subject to changes.  Please keep themselves 
updated with the latest changes, by referring to the latest versions of user manuals 
available on the website, and by taking note of the messages sent by the IREPS 
administrator from time to time.     

 
Though every care has been taken to describe the features/ process of the 
application accurately, some errors may have crept in inadvertently.  In case of any 
doubt/ discrepancy please contact helpdesk immediately. 

 
 

--- End of Document --- 

 
 


