
 

 

INFORMATION & INSTRUCTIONS FOR THE BIDDERS REGARDING E-TENDERING 
 
 
 
 

1. The intending bidder must have valid class-3B digital signing Certificate and Encryption Certificate 

issued by any certifying authority approved by Govt. of India to participate in the online bidding. The 

bidders are requested to ensure that they have the same, well in advance. 

 

2. The browser that can be used is internet explorer 8 or above. 

 

3. Pre-requisite settings required in Internet explorer: 

 

For smooth bidding there are certain pre-requisites to be installed/settings to be completed on your 

Internet Explorer browser. HLL has developed a custom pre-installer kit for carrying out these settings 

in IE browser automatically. Bidders can download the HLL e Tender installer kit provided in the 

bidders help document section and install the same in your computer. Installer kit will take care of 

following settings in your IE browser once successfully installed. Required administrative privilege 

should be available for the system user. 

 

1. jre-7 patch level 51or Higher  
Minimum Required for Encrypting the Bid. You can update to latest version if you want. Always 

recommended to use one version of java in your system. 

 

2. Microsoft Runtime re-distributional library Visual C++ 2012 11.061030- Required for Digitally 

sign the Bid 



3. Register sapsign.ocx to Windows registry Required for Digitally sign the Bid/Bid Response 

 

4. Turn off popup blocker Required for showing some popup display from SRM portal 
 

5. Add HLL eTender website to Internet Explorer trusted sites. To avoid blocking of running the sap 

sign ActiveX control from HLL eTender website Setup the compatibility view for internet explorer 8 or 

higher version. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Once the installer kit is installed, a short cut icon will be created in your desk top. And for 

subsequent log in to HLL e- tender portal click on the shortcut. 
 
 

 

1. The Bid Document as uploaded can be viewed and downloaded from HLL e-tender portal 

https://etender.lifecarehll.com or through www.lifecarehll.com/tender and click on E-Tenders. 

 

2. Please go through the bidders help document provided in the e-tendering portal before proceeding for 

bidding. 



3. Detailed step-step tutorial video/ manual, Frequently Asked Questions and e-tendering screen shot are 

available in the portal. 

 

4. Please ensure that all prerequisites are in place before starting for bidding.  

 
 

5. In the event of any amendments in the Bid, an E-mail communication will be sent to all registered 

bidders for the particular tender. Please ensure the correctness of Email IDs given to HLL. 
 

 

6. In order to avoid issues while receiving system generated emails from HLL e-tender portal, please 

ensure following settings in your email server. HLL Email Domain and Email Relay Server 

Gateways/Domains may be blacklisted by the Spam filters associated with the Email Server of the 

recipients. In order to avoid this situation, the recipient has to request their mail service providers/Spam 

Engines to whitelist our Email Domain (http://mail.lifecarehll.com ) , our Email Relay Server Gateways 

(Primary: 210.212.237.18 & Secondary: 122.15.72.34) and our Email Relay Server Domains 

(http://emailrelayp.lifecarehll.com&http://emailrelays.lifecarehll.com ) permanently for avoiding 

difficulty in receiving Emails. 
 

 

7. Once the bid is published in HLL e-tender portal, the bid document and relevant details from the 

technical folder (is available only in the case of two bid) can be viewed/downloaded using log on 

credentials by all registered vendors of HLL for e-tendering or using Guest login for a new vendor. 

 

8. Interested bidders, who are not registered with HLL in the e-tender portal, please complete the Vendor 

registration procedure and ensure that they are in possession of valid User ID. 



9. The exported public key of Digital Signature Certificate in (.cer)format should also be submitted 

through e-mail by both registered/new vendors for the purpose of mapping the same in the Server for 

enabling the bidders to participate in the e-tender. 

 

10. Bidders will not be able to participate in the e-tender after the closing time mentioned for the 

submission of bid. Please make note of the dynamic time displayed in the screen. 

 

11. The bidder can ‘create response’ in e-tender portal for the bid only after submitting the tender 

document cost in the prescribed form and amount mentioned above at the office of the Associate 

Vice President(IDD),HLL Lifecare Limited,HLL Bhavan- Golden Jubilee block,Contracts 

Department,2nd floor,Mahilamandiram Road, Poojappura, Thiruvananthapuram-695012, Ph: 

0471 2775500   on or before due date and subsequent acknowledgement by HLL. 
 

 

12. The bidders can view the status of the Tender fee amount submitted, by logging to portal using their 

username and password, once HLL Lifecare Ltd acknowledges the receipt of the Tender fee. 
 
 

13. Since this being an open bid, interested bidders need to first Register for the bid. Hence the bidders are 

requested log in to portal using their credentials (user name and Password), select the particular RFX and 

in the detail screen click on “Register” icon. This is a mandatory prerequisite for all further activities like, 

Tender fee acknowledgement, Creating the Response & receiving E-mail communications with reference 

to the RFX etc. 
 
 

It is mandatory to upload scanned copies in PDF format of all the documents including experience 

certificates, financial details, service tax registration/ VAT registration/ Sales Tax registration, manpower 



details, details construction equipment as stipulated in the technical bid document. Please ensure that all 

the required technical documents are uploaded while submitting the tender online. If such document is 

not uploaded, his bid will become invalid and cost of bid document shall not be refunded. 

 

15. All Technical details required as per the eligibility criteria in the document should be attached in the C 

folder of the Notes and Attachment section of e-tendering portal. 



Enter into the HLL e-tender portal @ https://etender.lifecarehll.com or  www.lifecarehll.com/tenders. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The bidder has to fill the details and the send it along with exported copy of Digital Certificate (Refer Bidder help 

documents), valid email id, name, address and contact no. of bidder. 

 

The user id and initial password will be forwarded to the email id of the bidders after sending the duly filled 

questionnaire to HLL. 
 

• At first Bidder will REGISTER to the bid, only then he/she can Create Response. 

 

• CREATE RESPONSE button will not become active until bidder is registered and submitted the tender document 

cost. And HLL acknowledges 

 



Log in with user ID and Password. 



 

Select the RFX and click on‘Display Event’ 



Can see REGISTER button here. 



Click on REGISTER Button, can see bidder registered to this BID. Click the “ Participate” button too. 





As “Create Response” button is inactive, means bidder has not paid the TENDER FEE amount. 



How to create RESPONSE 
 

Login with user id and password. 



 

Select the corresponding RFx and Click on the “create response” button. The button is ACTIVE as seen , since the 
Tender Fee amount is PAID. 



 

Can see Create Response Screen 



Creating Technical Bid Response. 
 
How to upload the Technical Bid 

 

Now is the time to upload the documents to RESPONSE. Please ensure that each document to be 
 

uploaded will be less than 5 MB capacity and its name shall contain less than 25 characters. 
 

Go to RFX Information->Notes and Attachments-> C folder attachments -> Add Attachments 



Select the response document from your machine:- 



Digitally Sign the Document. 





 
 
 

Attached document can be seen. 



How to upload the price bid 

 

Click on items->select the first line item and click on “details”. 



 

A new window can be seen. 



Click on the “item data” tab,please give tick mark in the “is item quoting” 



Click on the “notes and attachment” and click on “add attachment” . Please ensure that the “file name” of the 
 
attaching document must be exactly same as one which is attached by HLL in the RFX.To find the name of the 
 

attached file, Open RFx in Display Mode and check item attachment. 



Select the response document from your machine:- 



 

Digitally sign the document 





The attached document can be seen.”Check” for no errors. 



Click “submit” and ensure the comment “RFx response is complete and contains no errors.” 







Press REFRESH button in the opening page to see the modified status of the RFx. Make sure the status as 
 

“submitted” and the bid was submitted before deadline. The remaining time can be seen in the window as shown 


