
Introduction & 
Registration of Seller / 
Service Provider using 
Aadhaar and PAN 



Pre-requisite for Registration

For Primary  User Registration:

▪ Aadhaar Number / Virtual ID/ Personal PAN of the User.
▪ Mobile number linked with Aadhaar/Mobile number in case of PAN
▪ Active Email ID
▪ Documents as per Constitution/Business type such as CIN, PAN, DIPP, Udyam

Number, ITR details to Complete profile.
▪ Address details (Registered Address)
▪ Bank account details

Secondary User Registration:

▪ Aadhaar/ Personal PAN number
▪ Mobile number should be linked with Aadhaar /Mobile number is a case of PAN

based registration done by a Primary user’
▪ Active Email ID



Open: www.gem.gov.in
Click on the Sign up

Click here to 
sign-up as a 
seller/service 
provider on 
Government 
e-Marketplace.



Select the option ‘Seller / 
Service Provider’ from drop-
down menu.



Select Business / 
Organization Type 
from the drop-down 
menu.



Before proceeding further, ensure 
to check the list of documents 
required for registration.



After filling in Business / Organization Type, 
select all the mandatory checkboxes

Click here to 
Proceed.



Check the 
box after 
carefully 
reviewing 
T&C.

Before proceeding, please review the 
Terms & Conditions carefully. 

Click here to 
proceed.



Fill in your 
organization’s 
name.

Re-enter your 
organization’s name.

Click on 
‘Next’ to 
proceed.

On the registration tab, Need to fill in the organizational details. 
Fill in the organizations name, re-enter the organizations name 
and then select next proceed.



To continue 
registration 
through 
Aadhaar, check 
this option.

Fill in your Aadhaar 
number and Aadhaar-
linked mobile number 
for verification.

1 . Registration process through 
Aadhaar 



Continue registration through Aadhaar Card 

Click here to proceed.

Click on the Checkbox to give 
your consent to Government 
e-Marketplace for using your 
Aadhaar number for 

authentication.



Fill in the OTP sent to your Aadhaar-
linked mobile number.

Click here to proceed.



The system will generate a prompt if 
your Aadhaar is successfully verified.



2. Registration process through PAN 

Check here to continue 
verification using PAN.



Fill in your PAN card 
details

Fill in your Date 
of Birth

Click here 
to proceed



Once your PAN details are verified, please enter 
your mobile number for verification.

Fill in your mobile 
number

Click on ‘Send 
OTP’ to proceed



Select your role 
within the 
organization.

Click on ‘Next’ to 
proceed.



After filling in the  
details, Check the box 
to confirm if you are 
the key person of the 
organization.

After Aadhaar / PAN verification, you will be asked 
to fill in your personal verification details.

Click on 
‘Next’ to 
continue.



Verify your e-mail. 

Fill in your e-mail 
address and re-
confirm it for 
verification.

Click here to receive verification OTP 
on your e-mail.



Fill in OTP here.

Click here to proceed.



Your e-mail address has been successfully verified!

Click on ‘Next’ 
to proceed.



Once your e-mail is verified, you will have to set an 
User ID and Password. 

Click here to 
continue.



In this process a seller or service provider can complete or upgrade their profiles. The updating 
process is divided into 6 sections for an easy user-friendly steps such as:

1. Business Profile
2. My Actions
3. Vendor Assessment
4. Seller Panel
5. Account Settings
6. User Management

In this module, we will look into each section in detail.

After clicking on Create Account, Seller Registration will be 
completed successfully and the user get redirected to seller 
homepage to complete the profile!



Permanent Account Number of Enterprise

1. Proprietorship PAN (4th letter of PAN should be 'P' (XXXPXXXXXX) or 'H' (XXXHXXXXXX)) if 

you are registering a Sole Proprietorship Business/HUF business

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

Firm

3. Company PAN (4th letter of PAN should be 'C' (XXXCXXXXXX)) if you are registering a 

private /public limited Company

4. 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

5. Government PAN (4th letter of PAN should be 'G' (XXXGXXXXXX)) if you are registering as 

Central/State Government

6. Date of Incorporation/Registration of your business

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

Company

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

9. DIPP number if you are registered under Startup India

10.Udyam Number if you are a Micro or a Small Enterprise

11.Bank Details (Account Number & IFSC Code) for the account which will be used for business 

done on Government e-Marketplace

12.Billing Address

Pre Requisite for profile completion



Open gem.gov.in and click on Login.

Click here to 
login.



Enter your 
User ID .

Enter your account credentials 

Enter the 
CAPTCHA text 
as shown on 
screen.

Click on 
‘Submit’ to 
proceed.



Enter the Password and click on Submit.Enter your account credentials - II 

Enter your 
Password.

Click on ‘Submit’ to 
continue



Welcome to your seller homepage!

To edit the profile 
sections, select 
your username 
on the top right 
corner and click 
on ‘My Account’ 
from drop-down 
menu



Proprietorship PAN 
(4th letter of PAN 
should be 'P' 
(XXXPXXXXXX) or 'H' 
(XXXHXXXXXX)) if you 
are registering a Sole 
Proprietorship 
Business/HUF 
business.

Business PAN Validation 

Click to Proceed

If you are registering as a sole proprietor business
1. Registration using PAN – Pan details will be prefilled in PAN validation in My Company 

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

as in Aadhaar.Click here to 
update 
Business PAN 
details.



Click here to 
proceed.

Once your details have been verified, the system will 
generate a success prompt.



Updating Business Details

Case 1: For Business/ Organisation type other than 'Company'

Fill in the Business/Organisation 
name and date of incorporation 
carefully as this can be edited one 
time only. 

Click here to proceed.

Click here to 
update 
Business 
details.



Updating Business Details - II

Case 2: For Business/ Organisation type as 'Company':

Enter the 
details.

• Business details will be verified with your CIN information.

• Enter your CIN number, Business/ Organisation Name, Type of Company, and Date of incorporation

• Mapping will be done automatically after verifying the CIN details

• Select the primary director from 'My Action' section - Director Information input should match with Key 

Person detail.

Note – It is essential that whenever a seller changes their business composition, the CIN must be updated on 

the Government portal, and the same information needs to be updated on GeM as well.



Updating Additional Details

Update the fields and Click 
on ‘Save’.

Click here to 
update 
additional 
details.



Updating Office Location Details

Click here to add 
Office location 
details, if any

Note: It is mandatory to provide the registered address.



Click on payments.

You can choose the type of 
Office from the dropdown 
menu. Confirm your Billing 
Address also. 

Updating Office Location Details - II



Choose 'Yes' if you are registered with GST 
and select if you are registered under 
'Normal Tax Payer' or 'Composition 
Scheme' .

Enter the 
GSTIN and 
verify.

It is not mandatory for an organization to provide their GSTIN, according to 
the Government of India, any business exceeding 40 lakhs turnover annually 
must register for GST. On GeM portal, a seller/service provider may still 
receive direct purchase order, but to participate in bids, vendors above the 
threshold must furnish their GSTIN.
Note - The GST type can be changed only once (Composition Scheme to 
Normal Tax Payer).



37

Updating Office Location Details – For GST

Choose 'No' if you are not registered with 
GST and select the ‘Business falling under 
turnover threshold limit as per GST Law’ 
option.Select the 

undertaking 
and click on 
‘Update and 
Save’.
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Click on payments.
Verify OTP to complete updating the Office Location 
details

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

Click here to 
receive OTP.

Click here to 
verify OTP.

Enter the 
OTP.
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Summary will open, select the required filters.
Key Person Validation

Fill in the details and 
Click here to proceed 
further

Companies and Firms are required to verify Key Person information as 
per ITR records.
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Summary will open, select the required filters.
Updating Bank Account Details

Click on 'Add New 
Bank Account'
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Fill In your bank details and click 
on ‘Save’.

Updating Bank Account Details - II
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Summary will open, select the required filters.
Updating Bank Account Details - III

The bank details are now saved. You can add multiple bank accounts for your business.

Click on 'Add New 
Bank Account' to add 
another bank account.
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Summary will open, select the required filters.
E- Invoice Declaration

Enter the Turnover 
manually.

E-Invoicing declaration facilitates faster turnaround time of your transactions. 
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Summary will open, select the required filters.
E- Invoice Declaration–Specific Category not Excluded

Select ‘No’ and 
click on ‘Get OTP’.

Case 1: If your specific category is not excluded from compliance to e-invoicing as 
notified
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Summary will open, select the required filters.
E- Invoice Declaration–Specific Category not Excluded - II

Click here to 
verify OTP.

Enter the 
OTP.
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Summary will open, select the required filters.
E- Invoice Declaration–Specific Category not Excluded - III

The system will prompt a success message for OTP verification

Click here to 
save.



Case 2: If your specific category is excluded from compliance to e-invoicing as notified

E- Invoice Declaration–Specific Category Excluded

Select ‘Yes’ and 
accept the 
declaration.

Click on 
‘Get OTP’.



E- Invoice Declaration–Specific Category Excluded - II

Click here to 
verify OTP.

Enter the 
OTP.



E- Invoice Declaration–Specific Category Excluded - III

Click here to 
save.

The system will prompt a success message for OTP verification



Read the clauses carefully 

and confirm your 

compliance regarding 

restrictions under Rule 

144 (xi) of the General 

Financial Rules (GFR), 

2017 with an OTP.



Enter the OTP and click 

Verify OTP.



Tax Assessment

Click here to 
create a new tax 
assessment



Tax Assessment - II

Enter the required 
details and click on 
‘Create’.

Information entered here shall be validated with your ITR records. 

Click here to open 
the ITR Guideline 
Document.



Tax Assessment - III

If you are a Proprietor exempted from filling ITR, please update and verify the GSTIN
of your Registered Office Location.
In case your date of incorporation is more than 24 months and not providing your ITR
records. In such a case, you will not be able to participate in the bids.

The system will prompt a 
success message and 
displays your verified tax 
details.



Updating Optional Fields – Logistics

A seller may now 
select ‘India Post’ as 
their Logistics Service 
Provider.



Updating Optional Fields – Tan Validation 

Click here to 
add new TAN.



Updating Optional Fields – Tan Validation - II 

Enter the details 
and Click 'Add & 
Verify TAN'



Updating Account Settings – Seller Profile

A pre-filled summary of your personal profile will appear

Click here to 
update 
account 
settings.



Updating Account Settings – Update Aadhaar

Enter the Aadhaar 
number and linked 
mobile number and 
click on ‘Verify 
Aadhaar’

Click on 
‘Update 
Aadhaar’ to 
update your 
Aadhaar 
details.



Updating Account Settings – Change Password

Click here 
to get OTP.

Enter the 
OTP and 
click on 
‘Verify’.



Updating Account Settings – Change Password- II

Enter current 
password and 
then set your 
new password

Click on 
Update and 
Save.

Click on 
‘Change 
password’ to 
update your 
password.



Updating Account Settings – Change Email ID

Click here 
to get OTP.

Enter OTP 
and Verify.

The system will show the pre-filled current registered Email ID. To change, enter a new 
Email ID and click on Send OTP to receive a verification code on your registered mobile 
phone and your email address.

Click on 
‘Change Email’ 
to update your 
Email address.



Updating Account Settings- Change Email ID - II

Click on ‘Save’ to 
proceed.

The system will prompt a success message 
for verification



Updating Account Settings – Change Mobile

Click here 
to get OTP.

Enter OTP 
and Verify.

The system will show the pre-filled User ID and Mobile number. To change your mobile 
number, enter a new mobile number and click on Send OTP to receive a verification 
code on your registered mobile phone and your email address. 

Click on 
‘Update 
Mobile’ to 
update your 
mobile number.



Updating Account Settings – Change Mobile - II

Click on ‘Save’ 
to proceed.

The system will prompt a success message 
for verification



Updating Account Settings – Close Account

Click on Save

Sellers can close their accounts using 
Close Account.

Click on ‘Close 
Account’ to 
close your 
account.



Conclusion

Authorized signatory of ITR should be the primary user for a seller/service provider 
organization.

Constitution refers to the type of your organization such as firm, trust/Society & Central Govt., 
State Govt., company, proprietorship, etc.

DIPP number is required, if you are registered under Startup India.

Udyam Number is mandatory, if you are a Micro or a Small Enterprise.

The user must have a CIN (Company Information Number) in case you are registering as a 
Private/Public Limited Company.

Information entered for the Tax Assessment will be validated as per your ITR records or filling.




