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Pre-requisite For Profi le Completion

1. Permanent Account Number of Enterprise

 Proprietorship PAN (4th letter of PAN should be “P” (XXXPXXXXXX)) if 
you are registering a Sole Proprietorship Business. 

 Partnership/LLP PAN (4th letter of PAN should be “F” 
(XXXFXXXXXX)) if you are registering a Firm. 

 Company PAN (4th letter of PAN should be “C” (XXXCXXXXXX)) if you 
are registering a private /public limited Company.   

 Trust/Society PAN (4th letter of PAN should be “T” (XXXTXXXXXX) or 
“A” (XXXAXXXXXX) or “B” (XXXBXXXXXX) if you are registering a 
Trust/Society/Association of Persons
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Pre-requisite For Profi le Completion

2. Date of Incorporation/Registration of your business.

3. CIN (Company Information Number) in case you are registering as a Private/Public Limited 
Company

4. Income Tax Return Details (ITR Form and ITR acknowledgment) for the last three years

5. DIPP number if you are registered under Startup India.

6. MSE Number if you are MSME.

7. Bank Details (Account Number & IFSC Code) for the account which will be used for business 
done on GeM

8. Billing Address with GSTIN Number (in the absence of GSTIN you will not be able to accept 
any orders beyond INR 2.5 lacs on  GeM) 



Your Profile section is divided into 4 section

1. My Company:

Required Fields:

 PAN  Validation

 Company Details

 Office Location

 Bank Accounts

Optional:

 Startup

 MSE

 Tax Assessment 



2. My Action

 Vendor Assessment

 OEM Panel

 Reseller Panel

 Change Business or Organisation Type

 Close Account



3. Personal Setting

 Change Password

 Change Email

 Update Aadhaar



4. My Team

 Add secondary User



Open gem.gov.in and click on Login



Enter your User ID and 
captcha and click on ‘Submit’





From the dropdown menu, 
click ‘My Account’ to proceed 
further



After clicking on “My Account” this screen will open After clicking on “My Account” this screen will open 

If you are registering as a sole proprietor business

-Registration using PAN – Pan details will be prefilled 
in PAN validation in My Company Section

-Registration Using Aadhaar – Enter details as in PAN 
validation. Name should be same as in Aadhaar.

In case of Proprietorship PAN 4th letter of 
PAN should be “P” (XXXPXXXXXX))



If you are registering as a Partnership/LLP Firm, 4th 
letter of PAN should be “F” (XXXFXXXXXX)
Click Verify PAN after entering details and continue



if you are registering as Trust/Society/Association of 
Persons, 4th letter of PAN should be “T” (XXXTXXXXXX) 
or “A” (XXXAXXXXXX) or “B” (XXXBXXXXXX) as 
applicable
Click Verify PAN after entering details and continue



If you are registering a Government Entity, 4th letter of 
PAN should be “G” (XXXGXXXXXX)
Click Verify PAN after entering details and continue



In case you wish to change constitution type at the time of PAN validation, same can be done 
only once. You just need to enter respective PAN details as per Business/organisation type.

For e.g.- If you registered your account as 
Trust/Society/Association of persons, and wish to 
change it to FIRM, enter PAN of your FIRM at the 
time of PAN validation, this message will appear. 
If you proceed further, your business/organisation 
type will change accordingly. Same can be done for 
any other type.



Click here to proceed further



Fill in the date of incorporation.
Please fill in the date carefully as 
this cannot be edited/changed

PAN validation was successful. 
To continue, we now have to fill in the company details

Let’s continue with Profile Updation



Click here to proceed



If you are registering a Private/Public limited company, 
4th letter of PAN should be “C” (XXXCXXXXXX)
Click Verify PAN after entering details and continue



In case of Business/organisation type as company additional information required is CIN



Click here to 
proceed

After the user enters CIN, Business/Organisation 
Name , Type of Company, Date of incorporation 
will be mapped as per CIN details provided 
automatically.



Click here to proceed further



Select the options as applicable



If you are a Startup  click ‘Yes’



Fill in your DIPP number 
along with mobile 
number linked with 
Start up India

If you are registered with 
Startup India, please provide 
these details



If you have not registered with Startup India, click here



Click here to proceed further



If you are registered with 
MSME as Micro or Small 
Enterprise, click ‘Yes’



After entering the details click 
here to proceed



If you want to participate in 
Bid click ‘Yes’



If the date of incorporation is more 
than 24 months and you do not 
provide ITR records, you will not be 
able to participate in bids.



Click here to proceed 



Fill in the office Location 
Details

It is mandatory to provide 
the registered address



You can choose the type of Office 
from the dropdown menu



Click here to receive OTP

E-mail verification is required to 
authenticate/ validate address updation



Click here to proceed



Companies and Firms are required to verify Key 
Person information as per ITR records.



Click here after filling in the 
details to proceed further



Click here to proceed



Fill in your bank account details



After fill in all the 
details click here to 
‘Save’ and proceed



Please read the instructions carefully 
and fill in the ITR Details



Click on New and add ITR for different AY



Select the ITR type- ITR-3, ITR-4, ITR-
5, ITR-6

For illustration we have selected ITR-5



Click here to proceed 
further



Your Profile is complete



On 100% completion , My actions, My 
Team and Personal Settings tabs get 
activated 



You can change the 
business/organisation type only once



Account can only be closed in case no 
catalogue is uploaded in the account



You can view the seller details here



Click here to receive OTP to 
authenticate changes



You can update the e-mail here

Click here to receive OTP 
to validate the update



You can edit the mobile number here

Click here to receive OTP 
to validate the update



You can review the list of 
users here



You can add secondary 
user and define roles 
here



You can choose more than 
one role for secondary user

Click here to proceed



The activation link will be sent to the 
secondary user’s email. 
Once they activate the account, list of users 
will start reflecting in t he User list tab.
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