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Business Process Steps 

For 

Single Holistic Procurement Portal (SHPP) 

e-Sanction 
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Pre- conditions 

i. Creation of e-Sanction wil l be triggered through Annual procurement plan. 

ii. Head of Department and Admin department will be on boarded by Super Ad min. 

Business Process Steps 

S.No. Process/Steps/ Activity Actor 
1. Store Assistant shall log in using SSO credentials. Store Assistant 

2. Click on "Procurement Plan" module from navigation panel. Store Assistant 
3. Store Assistant shall click 'Create Annual Procurement Plan' to create a 

Store Assistant 
new procurement plan. 

4. Store Assistant shall choose from the following options in the field 
'Select type of procurement' : 

a) Goods Store Assistant 
b) Services 
c) Works 

5. Store Assistant shall choose from the following options in the field 
'Select the type of item': 

Store Assistant 
a) New Items 
b) Other Items 

6. Store Assistant shall choose from the following options in the field 'Is 
IFMS Ref./Sanction no. available?': 

Store Assistant 
a) Yes 
b) No 

7. Store Assistant shall select "No" and system will ask "Please create e-
Sanction to proceed further, do you want to proceed? Options available: Store Assistant 
Yes or No 

8. In case of Yes, system wi ll red irect user to create e-Sanction. System 
9. Store assistant will search and add items for creation of e-Sanction 

Store Assistant 
Option of 'Add more' will be available to add more t han one item. 

10. Store Assistant may add Ancillary services/ goods. 

Store Assistant will add the following details : 
a) Description 

Store Assistant 
b) Quantity 
c) Unit of Measurement 
d) Estimated Purchase Price 
e) Total Cost 

11. Store assistant will add quantity and add the item in the list of items. Store Assistant 
12. Store Assistant shall specify the 'Estimated Duration'. Store Assistant 
13. Store assistant will add Estimated Purchase Price for items added. 

Total Cost of each item wi ll be calculated by system. 
Store Assistant 

(Quantity X Estimated Purchase Price) 
14. Store Assistant shall select 'Add Budget Details' to add the details of 

Store Assistant 
budget for every item added. 

15. Store Assistant shall select following in budget details: Store Assistant 
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S. No. Process/Steps/ Activity Actor 
a) Source of Fund (Options available in drop down - State Fund, 

Central Assistance, Externally Aided Project, Donation, Other 
Schemes) 

b) Budget Head/ Bank Account 
c) Enter Available Amount 

Options available: 
a) 'Applicable for all' will be available to add the budget head 

details to all the items in the list. 
b) 'Add more' option to add more than one budget head details in 

the same item 
c) 'Proceed' to save the details of budget head. 
d) 'Cancel' to return to t he previous page. 

16. User can also check budget details by clicking on "View Budget details" Store Assistant 

17. System will calculate total estimated cost based on items added by user. System 

18. Store Assistant shall add title of e-Sanction. Store Assistant 

19. Store Assistant shall fill the following details to add 'Budget Amount Store Assistant 
Bifurcation' details: 

a) S.no 
b) Financial Year 
c) Bifurcation percentage 
d) Available Amount (INR) 

More than 1 line item can be created 

20. Store Assistant will have an option to upload any relevant supporting lncharge Store 
documents. (Not mandatory) 

21. After providing all relevant details, Store Assistant shall click on either 
Store Assistant 

save as draft or Send to Accounts Store for review. 
22. Accounts Store shall log in using SSO credentials and clicks on e -

sanction from Navigation Pannel, select relevant e-Sanction having Accounts store 
status "Review Pending" 

23. Accounts store shall send e-Sanction for approval to In charge store or 
Accounts store 

can revert to Store assistant with their remarks. 
24. In charge store shall log in using SSO credentials and clicks on e -

sanction from Navigation Pannel, relevant e-Sanction having status lncharge Store 
"Review Pending" 

25. lncharge store shall have following options-

• Send e-Sanction for approval to Nodal officer procurement 

• Revert to Accounts Store with their remarks 

• Can Edit existing e-Sanction and further share for review with 
lncharge Store 

Nodal officer procurement 

• Drop e-Sanction 

26. Nodal Officer Procurement shall log into SHPP and clicks one-Sanction 
Nodal officer 

from Navigation Pannel, select relevant e-Sanction having status 
procurement 

"Review Pending" 
27. Nodal officer procurement shall either send e-Sanction to Head of Nodal officer 

Accounts for review or can revert to In charge Store with their remarks. procurement 
28. Head of Accounts shall log in using SSO credentials and clicks on e -

sanction from Navigation Pannel, select relevant e-Sanction having Head of Accounts 
status " Review Pending" 
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S.No. I Process/Steps/ Activity Actor 

29. Head of Accounts shall either send e-Sanction to Procuring Entity for 
Head of Accounts 

review or can revert to Nodal officer procurement with their remarks. 
30. Procuring Entity shall log into SH PP and cl icks on e-Sanction from 

Navigation Pannel, select relevant e-Sanction having status "Review Procuring Entity 
Pending" 

31. Procuring Entity shal l .have following options -

• Approve e-Sanction (Not mandatory) 

• Assign to Head of Department (Not mandatory) 

• Revert to Nodal Officer Procurement with their remarks (Not Procuring Entity 
mandatory) 

• Edit e-Sanction 

• Drop e-Sanction 
If e-Sanction is approved by Procuring Entity 

32. Procuring Entity shall click on 'Approve' Procuring Entity 

33. System will ask for disclaimer to be agreed by the Procuring Entity 'Once System 
the e-Sanctio_n is approved, the approved Annual Procurement Plan will 
be generated automatically. Please confirm.' 

34. Procuring Entity will click 'Agree'. Procuring Entity 
35. Procuring Entity may provide remarks or upload any document before Procuring Entity 

proceeding for approval. 
36. An alert wi ll be shown to the Procuring Entity 'You are about to approve System 

an e-Sandion of INR <Estimated Cost> <In Words>. Please ensure that 
this amount is within your permissible financial power.' 

37. Procuring Entity shall click 'Yes' to approve thee-Sanction and 'No' if he Procuring Entity 
does not w ish to approve thee-Sanction. The screen will land to the 
draft e-Sanction page. 

38. The system will generate a success message if 'Yes' is selected in above System 
options. 
The success message wi ll show thee-Sanction number that has been 
approved. 

If assigned to Head of Department 

39. Procuring Entity shall click 'Assign to Head of Department' Procuring Entity 
40. Procuring Entity may provide remarks or upload any document before Procuring Entity 

clicking 'Proceed'. 

41. Head of Department shall log in using SSO credentials and cli cks on e - Head of · 

sanction from Navigation Pannel, select relevant e-Sanction having Department 
status "Review Pending" 

42. Head of Department shall have following options - Head of 

• Approve e-Sanction (Not mandatory) Depart ment 

• Assign to Admin (Not mandatory) 

• Revert to Procuring Entity with their remarks (Not mandatory) 
If approved by Head of Department 

43 . Head of Department shall click on 'Approve' 
Head of 

Department 
44. Head of Department may provide remarks or upload any document Head of 

before proceeding for approval. Department 
45. An alert will be shown to the Head of Department 'You are about to System 

approve an e-Sanction of INR <Estimated Cost> <In Words>. Please 
ensure that t his amount is within your permissible financial power.' 
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S. No. Process/Steps/ Activity Actor 

46. Head of Department shall click 'Yes' to approve thee-Sanction and Head of 
'No: if he does not wish to approve thee-Sanction. The screen will land Department 
to the draft e-Sanction page. 

47. The system will generate a success message if 'Yes' is selected in above System 
options. 
The success message will show thee-Sanction number that has been 
approved. 

If assigned to Admin 

48. Head of Department shall click 'Assign to Admin' Head of 

Department 
49. Head of Department may provide remarks or upload any document Head of 

before clicking 'Proceed'. Department 
50. Admin shall log in using SSO credentials and clicks on e -sanction from Head of 

Navigation Pannel, select relevant e-Sanction having status "Review Department 
Pending" 

51. Admin shall have following options - Admin 

• Approve e-Sanction 

• Revert to Head of Department with their remarks 
Approval by Admin Department 

52. Admin shall click on 'Approve' Admin 
53. Admin may provide remarks or upload any document before proceeding Admin 

for approval. 

54. An alert will be shown to the Admin 'You are about to approve an e- System 
Sanction of INR <Estimated Cost> <In Words>. Please ensure that this 
amount is within your permissible financial power.' 

55. Admin shall click 'Yes' to approve thee-Sanction and 'No' if he does Admin 
not wish to approve thee-Sanction. The screen will land to the draft e-
Sanction page. 

56. The syst em will generate a success message if 'Yes' is selected in above System 
options. 
The success· message will show thee-Sanction number that has been 
approved. 
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