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PQ Bidding Process 
A Step-by-Step Guide to the Procure247 e-Tendering Portal 

From registration to final bid submission — 35 guided steps across 7 phases. 

URL : mvda.procure247.com 



Process at a Glance 
Seven phases take a bidder from portal registration to final bid submission. 

01 

Portal Login & Bidder 
Registration 

6 steps 

› 

02 

Secure Login with OTP 

2 steps 

› 

03 

Select Tender & Accept Terms 

3 steps 

› 

04 

Document Fee Payment 

7 steps 

05 

EMD Payment 

6 steps 

› 

06 

Bid Preparation & Document 
Upload 

8 steps 

› 

07 

Final Bid Submission 

3 steps 
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P H A S E  0 1  

Portal Login & Bidder Registration 

Create your bidder account on the Procure247 portal and complete your profile. 

6  S T E P S  I N  T H I S  P H A S E  



PHASE 01 ·  PORTAL LOGIN & BIDDER 
REGISTRATION  

01 
Open the Portal & Click 
Login 

Visit mvda.procure247.com and click Login 

on the home page to begin the bidder 

journey. 

S T E P  1  O F  3 5  
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PHASE 01 ·  PORTAL LOGIN & BIDDER 
REGISTRATION  

02 
Registration – Bidder 
Details 

New bidders fill in their basic registration 

and organisation details on the registration 

page. 

S T E P  2  O F  3 5  
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PHASE 01 ·  PORTAL LOGIN & BIDDER 
REGISTRATION  

03 
Registration – Bank 
Account Details 

Enter bank account details for EMD refund, 

then accept the terms and privacy policy. 

S T E P  3  O F  3 5  
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PHASE 01 ·  PORTAL LOGIN & BIDDER 
REGISTRATION  

04 
Upload Registration 
Documents 

Upload the supporting documents required 

to complete the registration form. 

S T E P  4  O F  3 5  
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PHASE 01 ·  PORTAL LOGIN & BIDDER 
REGISTRATION  

05 
Complete Profile 
Registration 

Upload all mandatory documents and 

submit them to complete your profile 

registration. 

S T E P  5  O F  3 5  
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PHASE 01 ·  PORTAL LOGIN & BIDDER 
REGISTRATION  

06 
Registration Completed 

Once submitted, the portal confirms that 

the registration process is completed 

successfully. 

S T E P  6  O F  3 5  
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P H A S E  0 2  

Secure Login with OTP 

Log back in and verify your identity with a one-time password sent to your registered mobile. 

2  S T E P S  I N  T H I S  P H A S E  



PHASE 02 ·  SECURE LOGIN WITH OTP  

01 
Click on Login 

Return to the portal and click Login using 

your registered credentials. 

S T E P  7  O F  3 5  
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PHASE 02 ·  SECURE LOGIN WITH OTP  

02 
OTP Verification 

An OTP is sent to your registered mobile 

number — enter it to verify and sign in 

securely. 

S T E P  8  O F  3 5  

MVDA · Procure247 Bidding Portal Secure Login with OTP 



P H A S E  0 3  

Select Tender & Accept Terms 

Find the live PQ tender, move to bidding, and accept the terms & conditions. 

3  S T E P S  I N  T H I S  P H A S E  



PHASE 03 ·  SELECT TENDER & ACCEPT TERMS  

01 
Select Live PQ from 
Dashboard 

Search the open tender list and select the 

relevant Live PQ from the dashboard. 

S T E P  9  O F  3 5  
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PHASE 03 ·  SELECT TENDER & ACCEPT TERMS  

02 
Proceed for Bidding 

Open the tender details and click “Proceed 

For Bidding” to continue. 

S T E P  1 0  O F  3 5  
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PHASE 03 ·  SELECT TENDER & ACCEPT TERMS  

03 
Accept Terms & 
Conditions 

Review the terms and conditions of the 

tender, then click “I Agree” to proceed. 

S T E P  1 1  O F  3 5  
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P H A S E  0 4  

Document Fee Payment 

Pay the non-refundable document fee and download your payment receipt. 

7  S T E P S  I N  T H I S  P H A S E  



PHASE 04 ·  DOCUMENT FEE PAYMENT  

01 
Pay Document Fee 

From the Bid Dashboard, initiate payment of 

the non-refundable document fee. 

S T E P  1 2  O F  3 5  
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PHASE 04 ·  DOCUMENT FEE PAYMENT  

02 
Choose a Payment 
Method 

Select a payment option — card, net 

banking, UPI, or wallet — to pay via the 

secure gateway. 

S T E P  1 3  O F  3 5  
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PHASE 04 ·  DOCUMENT FEE PAYMENT  

03 
Confirming Payment 

The gateway processes and confirms your 

payment; please wait while this completes. 

S T E P  1 4  O F  3 5  
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PHASE 04 ·  DOCUMENT FEE PAYMENT  

04 
Payment Successful 

A confirmation screen shows the document 

fee has been paid successfully. 

S T E P  1 5  O F  3 5  
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PHASE 04 ·  DOCUMENT FEE PAYMENT  

05 
Download Receipt 

The download receipt option becomes 

available on the Bid Dashboard after 

payment. 

S T E P  1 6  O F  3 5  
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PHASE 04 ·  DOCUMENT FEE PAYMENT  

06 
Document Fee Payment 
Receipt 

A system-generated payment receipt is 

available for your records. 

S T E P  1 7  O F  3 5  
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PHASE 04 ·  DOCUMENT FEE PAYMENT  

07 
Download the Tender 
Brochure 

After the document fee is paid, download 

the tender brochure from the dashboard. 

S T E P  1 8  O F  3 5  
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P H A S E  0 5  

EMD Payment 

Pay the Earnest Money Deposit (EMD) and download the corresponding receipt. 

6  S T E P S  I N  T H I S  P H A S E  



PHASE 05 ·  EMD PAYMENT  

01 
Pay EMD Amount 

From the Bid Dashboard, proceed to pay the 

required EMD amount. 

S T E P  1 9  O F  3 5  
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PHASE 05 ·  EMD PAYMENT  

02 
Choose a Payment 
Method 

Select a payment option to pay the EMD 

through the secure gateway. 

S T E P  2 0  O F  3 5  
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PHASE 05 ·  EMD PAYMENT  

03 
Confirming Payment 

The gateway processes and confirms your 

EMD payment. 

S T E P  2 1  O F  3 5  
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PHASE 05 ·  EMD PAYMENT  

04 
EMD Paid Successfully 

A confirmation screen shows the EMD has 

been paid successfully. 

S T E P  2 2  O F  3 5  
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PHASE 05 ·  EMD PAYMENT  

05 
Download Receipt 

The download receipt option becomes 

available on the Bid Dashboard after EMD 

payment. 

S T E P  2 3  O F  3 5  
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PHASE 05 ·  EMD PAYMENT  

06 
EMD Payment Receipt 

A system-generated EMD payment receipt is 

available for your records. 

S T E P  2 4  O F  3 5  
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P H A S E  0 6  

Bid Preparation & Document Upload 

Fill in the bidding form, respond to qualification criteria, and upload supporting documents. 

8  S T E P S  I N  T H I S  P H A S E  



PHASE 06 ·  BID PREPARATION & DOCUMENT 
UPLOAD  

01 
Bid Preparation 

On the Bid Dashboard, click the “Fill” button 

under Pre-Qualification to begin bid 

preparation. 

S T E P  2 5  O F  3 5  
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PHASE 06 ·  BID PREPARATION & DOCUMENT 
UPLOAD  

02 
Submit Your Response 

Answer Yes / No for each pre-qualification 

requirement, then click Submit. 

S T E P  2 6  O F  3 5  
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PHASE 06 ·  BID PREPARATION & DOCUMENT 
UPLOAD  

03 
Document Upload Prompt 

The system prompts you to upload the 

mandatory documents before final 

submission. 

S T E P  2 7  O F  3 5  
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PHASE 06 ·  BID PREPARATION & DOCUMENT 
UPLOAD  

04 
Two Ways to Upload 

Upload documents by mapping an existing 

file from your brief case, or by adding a new 

one. 

S T E P  2 8  O F  3 5  
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PHASE 06 ·  BID PREPARATION & DOCUMENT 
UPLOAD  

05 
Map an Existing Document 

Click the Map link to attach an existing 

document, then return to the bidding 

dashboard. 

S T E P  2 9  O F  3 5  
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PHASE 06 ·  BID PREPARATION & DOCUMENT 
UPLOAD  

06 
Upload a New Document 

Select the file from your computer, add a 

description, optionally save it to the 

document repository, then click Upload. 

S T E P  3 0  O F  3 5  
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PHASE 06 ·  BID PREPARATION & DOCUMENT 
UPLOAD  

07 
Document Uploaded 
Successfully 

The portal confirms the document was 

uploaded — click “Go Back to Bidding 

Dashboard” to continue. 

S T E P  3 1  O F  3 5  
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PHASE 06 ·  BID PREPARATION & DOCUMENT 
UPLOAD  

08 
Proceed to Final 
Submission 

Once the form is complete and all 

documents are uploaded, click “Go to Final 

Submission.” 

S T E P  3 2  O F  3 5  
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P H A S E  0 7  

Final Bid Submission 

Review your bid one last time and complete the final submission. 

3  S T E P S  I N  T H I S  P H A S E  



PHASE 07 ·  FINAL BID SUBMISSION  

01 
Final Submission Page 

Review the completed Pre-Qualification 

form on the Final Submission page. 

S T E P  3 3  O F  3 5  
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PHASE 07 ·  FINAL BID SUBMISSION  

02 
Confirm Final Submission 

Click “Final Submission.” A confirmation 

prompt appears — click Submit to proceed. 

S T E P  3 4  O F  3 5  
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PHASE 07 ·  FINAL BID SUBMISSION  

03 
Submission Confirmed 

The system displays a confirmation message 

that your bid has been submitted 

successfully. 

S T E P  3 5  O F  3 5  
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