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 Secondary User Creation - 
Buyer & Consignee  

(Gram panchayat 
Sachiv/Secretary, Block 

panchayat Sachiv/Secretary,  
Zila panchayat Sachiv/Secretary) 



Open gem.gov.in and click on Login.  
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Enter User 

ID, the 

Captcha text 

and click 

submit 

(Primary 

User). 
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The Primary User (Gram Pradhan/ Block  Pramukh/ Zila Pramukh _ All Elected 
Members) needs to login to his account to create a secondary user (Gram 
panchayat Sachiv/secretary, Block panchayat sachet/secretary, Zila panchayat 
sachet/secretary ) Account.   



Open gem.gov.in and click on Login.  

Enter your 

Password and 

click here to 

proceed. 

4 
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Click on ‘Users’ 
to create a 

secondary user. 

In case of MoPR, Gram panchayat Sachiv/secretary, Block panchayat 

sachet/secretary, Zila panchayat sachet/secretary is the buyer and 

consignee both.  
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Click here to request a 

GeM Buyer ID 

for a secondary user. 
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Enter the details and 

click on Submit to apply 

for a Gembuyer.in ID. 
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Click on ‘Manage 
Divisions’ to add a 
user. 
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Click here to 

proceed further. 



10 

Fill in the information. 
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Click on the checkbox 

if the address is same 

as of the organisation. 
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Enter the Division 

name and click 

on ‘Add’ to 
proceed. 
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Click here to proceed. 
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Click on ‘Manage Post’ 
to proceed. 
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Enter the designation of the user 

like Gram panchayat 

Sachiv/Secretary, Block 

Panchayat Sachet/Secretary or 

Zila Panchayat Sachet/Secretary. 
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Select the division from 

the drop down list. 
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Both Buyer & consignee 

role to be assigned to 

the user. 
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Click here to Submit the 

request. 

Enter your 

xxx@gembuyer.in email 

Id 

mailto:xxx@gembuyer.in
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To activate the account, 

secondary user must 

verify through the link 

shared on their mail. 
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Click here to verify 

account creation. 
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Click on ‘Ok’ to 
continue. 
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Enter your 

Aadhaar number 

and your mobile 

number linked to 

your Aadhaar. 
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Click here to verify Aadhaar. 
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Enter the OTP and click on 

Verify  to continue. 
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Click here to continue. 
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On successful verification of Aadhaar, 
system automatically captures your name. 
 

The user ID is created by the 

primary user. You would 

have to set up the password. 
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Click here to 

activate account. 
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