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The following section is meant only to provide guidance to bidders about the registration process on the
website of MISTC. This guideline is subject to change from time to time depending on the development of
the portal. Vendors are advised to keep checking the latest guidelines from the website to keep
themselves updated. They may also contact the Helpdesk to seek clarification on any point. MSTC shall
not be responsible for any mistake committed by any bidder or for any consequent loss to the bidder due
to mis-understanding anything written hereunder.

Steps for Registration (If country selected is India)

A vendor shall have to fill up the data against ‘About You’, ‘Contact Details’, ‘PAN/GST’, ‘Bank Details’
and Login Details’. On successful verification of the mobile number and e-mail id by OTPs, the
registration shall be completed.

e Select Country & About You- Select Country, followed by the filling up the fields under ‘About
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If the vendor is a MSME at the time of registration, there is an option to select MSME as ‘Yes’. This shall
be considered as self declaration at the time of registration. The declaration shall not be a part of
technical evaluation.
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Home 3 Helpline No.: 033-22901004
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Select Country:

INDIA v
Company Name: dummy vendor
Company Type individual v
MSME: Yes @ No
MSTC o-Commerce © 2019
®100% v
Home 8 Helpline No.: 033-2290100¢
VENDOR/SUPPLIER
REGISTRATION
-
Select Country:
Select v
Con tame:
Select Company type v
MSME ®Yes ONo
The MSME category selected here is valid at the time of registration.
MSTC e-Commerce ©2019
% 100% -

On filling up the data for each tab, the system shall prompt a preview. The vendor may please check the
preview before proceeding to the next tab or may click on ‘Edit’ to change the data of the same tab.

e Contact Details- On clicking ‘Proceed’, system shall lead to the next tab ‘Contact Details’.



4|Page

Home @ Helpline No.: 033-22901004

State: Select State

District: Select District

Mobile No. *
e-Mail ID *

* The e-mail id may preferably be kept the official mail. The mobile number & e-mail id will verified by OTP during submission of

registration form.

#100% -

e PAN/GST-On filling up the data for each tab, the system shall prompt a preview. The vendor
may please check the preview before proceeding to the next tab. On clicking ‘Proceed’ of the
preview page of ‘Contact Details’, system shall lead to the next tab ‘PAN/GST’.

Home @ Helpline No.: 033-2290100

VENDOR/SUPPLIER
REGISTRATION

Select Country:

®75% v

On selecting GST field as ‘Yes’, system shall prompt the vendor to enter the GSTIN. Based on the PAN
entered and state selected, a part of the GST No shall be auto populated in non editable mode.
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VENDOR/SUPPLIER
«| REGISTRATION
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e Bank Details- On viewing the preview and clicking ‘Proceed’ of the preview page of ‘PAN/GST

Details’, system shall lead to the next tab ‘Bank Details’.

VENDOR/SUPPLIER
REGISTRATION

psy// i jspéstep-3 R75% v

e Login Details- On viewing the preview and clicking ‘Proceed’ of the preview page of ‘Bank
Details’, system shall lead to the next tab ‘Login Details’.

The user id shall be alphabets or alphanumeric.

The Password policy is given below. A vendor shall have to maintain the password format.
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Password Policy:

1. Password is Case Sensitive.
2. It must not be same as User (D

3. It must be atleast 8 characters long and alpha numeric in
nature.

4. It must not contain meta characters (i.e., = etc).
It must contain at least one of these specdial characters (@ #). |

5.
6. Space is not allowed in password.

Home. @ Helpline No- 033-2290100

VENDOR/SUPPLIER
REGISTRATION

Select Country:

R5% v

A vendor shall have the provision to view and modify any data with the help of ‘Go Previous’ and ‘Go

Next’ buttons.

e On clicking ‘Preview’ button of ‘Login Details’, system shall display the entire registration data. A
vendor has to enter the CAPTCHA and agree with terms and conditions before submitting the

online registration form.
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Preview Your Details

About You
Company Name

Company Type

700020

Prone No sa31155225
dumny vendor

Email D mstceproc@gmailcom

PAN/GST Details

PANNO ABCDE1234R

GST Detats 19ABCDEI234RIZY

Bank Details

Name of the Bank STATE BANK OF INDIA

Account No 00000000

Branch Name

wrsc SEIN0000000

BN crch|[ | Ewerimagecodehen

L1 Agree Terms 'n’ Coditions Click here to see Terms ‘n’ Conditions.

R75% ~

e On clicking ‘Confirm’, the e-mail and mobile number entered shall be verified by OTPs. Please
make sure you have entered valid e-mail id and mobile number.

9831155225

it?

Email ID A Are you sure to Submit?
PAN/GST [ Once submitted details can not be changed. Please make sure you have

checked your details. Email-id: mstceproc@gmail.com and Mobile No:

PAN No 9831155225 will be verified through OTP.

GST Details

Bank Detai

Name of the Bank STATE BANK OF INDIA
Account No 00000

Branch Name im

1FSC 'SBIN0000000

[SESEE cretesh Enter Image code here

1 Agree Terms 'n’ Coditions Click here to see Terms 'n’ Conditions.

®100% ~

e The OTP shall be of 6 digits. There shall be two fields for entering OTP. The first field shall accept
the OTP sent in e-mail id and the last field shall accept OTP sent in mobile number. The OTP shall
be valid for 10 minutes.
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Please Enter Email OTP

OTP sent to Email ID: mstceproc@gmail.com. OTP validity is
10 minutes.

Email OTP: & Mobile OTP: 0

Email OTP Expires in 9m 48s otp

®100% ~

e On entering correct OTPs followed by clicking ‘Final Submit’, system shall prompt a message
‘OTP verified’. On successful verification, the registration process shall be completed. A vendor
is advised to check the registered mail id for the registration acknowledgement mail for future
use.

&

Welcome to MSTC e-Procurement System

Congratulations !! abcvendor3

You have g with MSTC Thank you for
on our site. A mail has been sent to the mail account

mstceproc@gmail.com . We shall use the same email ID for all future
Please in

®100% ~
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Steps for Registration (If country selected other than India)

A vendor shall have to fill up the data against ‘About You’, ‘Contact Details’, ‘Bank Details’ and ‘Login
Details’.

On successful verification of the e-mail id, the registration shall be completed.

o Select country & About You- Select Country, followed by the filling up the fields under ‘About

You'.
Home 8 Helpline No.: 033-22901004
VENDOR/SUPPLIER
\ 7
REGISTRATION
— =
Select Country:
BANGLADESH v
About You
Company Name:
MSTC o-Commerce © 2019
®100% ~

e On filling up the data for each tab, the system shall prompt a preview. The vendor may please
check the preview before proceeding to the next tab or may click on ‘Edit’ to change the data of
the same tab.

®100% ~
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e Contact Details- On clicking ‘Proceed’ of the preview page of ‘About You’, system shall lead to
the next tab ‘Contact Details’.
Select Country:
BANGLADESH v
Cantact Person:
Address:
City/Town:
Phone No.
Mobile No. *:
e-Mail ID * |
* The e-mail id may preferably be kept the official mail. The e-mail id will verified by OTP during submission of registration form.
Go Previous MSTC o-Commerce © 2018
100%
e Bank Details- On viewing the preview page of ‘Contact Details’ and clicking ‘Proceed’, system
shall lead to the next tab ‘Bank Details’.

VENDOR/SUPPLIER
REGISTRATION

®100% ~
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e Login Details- On viewing the preview page of ‘Bank Details’ and clicking ‘Proceed’, system shall
lead to the next tab ‘Login Details’.

The user id shall be alphabets or alphanumeric.

The Password policy is given below. A vendor shall have to maintain the password format.

Password Policy:

1. Password 15 Case Sensitive.
2. It must not be same as User [D.

3. It must be atleast & characters long and alpha numeric in
nature.

4. It must not contain meta characters (i.e., = etc).
5. It must contain at least one of these spedial characters (@ #). |

6. Space is not allowed in password.

8 Helpline No.: 033-22901004

VENDOR/SUPPLIER

REGISTRATION
Select Country:
B 5L ESH v
P i @ @
MSTC o-Commerce © 2019

®100% ~

A vendor shall have the provision to view and modify any data with the help of ‘Go Previous’ and ‘Go
Next’ buttons.

e On clicking ‘Preview’ button, system shall display the entire registration data. A vendor has to
enter the CAPTCHA and agree with terms and conditions before submitting the online

registration form.
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Preview Your Details

About You

Company Name:

Branch Name

SWIFT Cose: sin000000
79733 ORefresh B Enter Image code here

11 Agree Terms ‘n’ Coditions Click here to see Terms “n" Conditions.

R75% v

e On clicking ‘Confirm’ the e-mail entered shall be verified by OTP. Please make sure you have
entered valid e-mail id.

Preview Your Details

MobieNo | A Are you sure to Submit?

ted details can not be changed. Please make sure you have

1 details. Email-id: mstceproc@gmail.com will be verified

CONRRM  CANCEL

swaet code e
(75 oreren Enter Image code here

1 Agree Terms ‘" Coditions Click here to see Terms ‘n’ Conditions.

o The OTP shall be of 3 digits and shall be valid for 10 minutes.
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Please Enter Email OTP
OTP sent to Email ID: mstceproc@gmail.com. OTP validity is
10 minutes.

Email OTP: 8

Email OTP Expires in 9m 445 [

RT5% v

On entering correct OTP followed by clicking ‘Final Submit’, system shall prompt a message ‘OTP
verified’. On successful verification, the registration process shall be completed. A vendor is
advised to check the registered mail id for the registration acknowledgement mail for future

use.

&

Welcome to MSTC e-Procurement System

Congratulations !! abcvendor3

with MSTC Thank you for
mail has been sent to the mail account
mstceproc@gmail.com . We shall use the same email ID for all future
Please ine-F prog!

You have
on our site. A

®100% ~




