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Online Registration procedure for Government e-Marketplace - Buyer
(Source : https://assets-bg.gem.gov.in/resources/pdf)

1. BUYER REGISTRATION:
Primary User Head of office (HoS's) will register on Behalf of organization using their

Aadhaar Number and Aadhaar linked mobile number

2. AADHAAR IS VERIFIED:
Once Aadhaar is Verified by getting OTP, First name & last name is Auto populated from

Aadhaar data base

3. CREATING ORGANISATION BUYER ACCOUNT :

Primary user has to select Origanization Type, Ministry, Department from drop down &
Office zoneto be filled manually.

Primary user has to enter his/her official mail id/Verifu email id for verification
purpose(gov.inl nic.in), OTP will be sent to his/her mail id, Post OTP verification system will
allow to create user name and password.

Primary user has to accept terms & condition of Government e-Marketplace (GeM) to create

Account

4. ORGANIZATION DETAILS :

Post Aadhaar verification pop up appears to fill all the details of organization

5. ADDRESS INFORMATION :

Organization Address: Based on pin code, state & Dishict will be auto populated, Street

Address, Official website, office number with extension to be filled manually

6. Payment method :

Select other option (This can be changed later on)

7. PERSONAL INFORMATION :

First name & last irame will be auto populated from Aadhaar, designation will be primary user

and optional organization GSTIN to be filled manually, if applicable for the organization

8. VERIFY/AUTHORITY DETAILS :

Primary user has to provide the details of an authority to verifu his/trer account by providing
following details

r First name

o Last name



o Official Email id (gov.inl nic.in)
o Aadhaar linked mobile number

Verification mail will be sent to verifier with organization details and primary user
details and also deactivation link, if verifier does not deactivate HoS's account within 4g
hours, system will consider as HoS's account as auto approved.

9, DIVISION INFORMATION :

Primary user has to fill division information so that secondary users can be associated with
it. The address of division will serve as the consignee address for the associated consignee user.
HoS's can add multiple divisions if required.

10. Create Roles :
To create roles, primary user needs to first add designation name select division in drop

down, select applicable roles (Buyer, Consignee, DDO, PAO) for that designation and optionally
invite a user to occupy that role by giving the user's email ID (gov.in/ nic.in).

Click on Add User for creating secondary users

ll. Add/Invite Secondary User :
Select Post created above and enter official e-mail id(gov.inl nic.in) and submit, invitation

e-mail will be sent to his/her account to occupy that post.

12. Secondary User Account Activation Form :
Invited user to fill his/her Aadhaar details to verift same (enter orp)

Post Aadhaar verified First name, Last name is auto filled and invited user has to create user id
and password

After filling all the information, click on Create Account

Your Account will be successfully created
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