
File Management & Procurement Tracking
Solution

"Streamlining procurement management with accuracy and efficiency!"

This system addresses the challenges of managing and tracking procurement files in a large
tertiary care setup. Leveraging Google Sheets and Forms, it provides a user-friendly platform to
handle file entries, updates, and real-time reporting. With features like dynamic dashboards,
advanced search and filter options, and automated reporting, it ensures accurate and up-to-date
insights for seamless procurement workflows. Designed for scalability and ease of use, it
empowers non-technical users to manage complex processes with minimal effort.

Objective:

To address inefficiencies in tracking, managing, and reporting on procurement files in a large
tertiary care setup. The aim is to ensure accurate, real-time updates, improve reporting accuracy,
and provide stakeholders with actionable insights to streamline procurement workflows.

Problem:

1. Large Procurement Volumes:
a. Managing hundreds of procurement files, often worth billions of rupees, posed

logistical challenges.
b. Files were at various stages, such as AON (Acceptance of Necessity), bidding,

financial review, EAS (Expenditure Angle Sanction), Supply Order or under delivery.
2. Manual Tracking Issues:

a. Prone to inaccuracies, delays, and inconsistencies.
b. Cumbersome for non-technical staff to update and retrieve data.

3. Reporting Challenges:
a. Creating accurate, up-to-date reports manually consumed significant time and

effort.
b. Reports were often outdated and required repeated corrections.

Solution:

A Google Sheets-based File Management System with the following attributes:

1. Simple deployment and accessibility from any location.
2. Designed for non-technical users with form-driven data entry and updates.
3. Automated real-time reporting and dynamic dashboards reflecting the current status of

files.



Key Features:

1. Dashboard with At-a-Glance Insights:
a. A master dashboard summarising file statuses and key metrics.
b. Includes quick links to add or update files and view detailed reports.

2. File Entry and Update Forms:
a. Custom Google Forms enable easy data entry for:

i. File number
ii. AON status
iii. Technical bid openings
iv. PNC (Price Negotiation Committee) meetings, and other relevant fields.

b. Updates are instantly synced with the master sheet.
3. Advanced Search and Filters:

a. Search by file number, procurement stage, department, or fund type.
b. Filters for viewing files by fiscal year, month, or quarter.

4. Dynamic Reporting:
a. Automated, pre-configured reports provide:

i. Monthly, quarterly, and fiscal year summaries.
ii. Financial summaries by file stage, such as AON, bidding, or technical

review.
iii. Insights into pending approvals, CRAC statuses, and delivery schedules.

5. Supply Order Management Integration:
a. Linked to procurement files for tracking:

i. Supply Order numbers
ii. Delivery due dates
iii. CRAC completion and pending actions.

b. Prevents delays by offering proactive monitoring.
6. Complex Query Implementation:

a. Leveraged Google Sheets’ query functions for:
i. Financial status tracking by periods.
ii. Generating stage-specific reports dynamically.

b. Provided various views to cater to diverse stakeholder needs.
7. User-Friendly Design:

a. Designed for non-technical users to perform updates with minimal training.
b. Highly replicable and scalable for use across multiple departments or

organisations.

Technologies Used:

1. Google Sheets: A core system for data aggregation and reporting.
2. Google Forms: Simplifies file entry and updates.
3. Google Apps Script: Automates data syncing and complex queries for advanced

reporting.
4. Custom Queries: Used for dynamic filtering, financial tracking, and status reporting.



Challenges Addressed:

1. Inaccurate and Delayed Manual Updates:
a. Automated updates ensure real-time accuracy and consistency.

2. Time-Consuming Reporting:
a. Pre-built reports eliminate the need for manual data aggregation.

3. Non-Technical User Accessibility:
a. Simple forms and intuitive interfaces empower all users, regardless of technical

expertise.

Impact:

1. Streamlined File Management:
a. A centralised system ensures visibility into all procurement activities.
b. Facilitates faster decision-making with real-time data.

2. Improved Reporting Accuracy:
a. Automated, up-to-date reports reduce manual errors and provide reliable insights.

3. Time Savings:
a. Simplified updates and reporting processes save significant time for all

stakeholders.
4. Enhanced Scalability:

a. The system can be easily replicated and adapted for other organisations or
departments.

Visual Cues:

1. Dashboard:
a. Highlights file statuses, procurement stages, and quick links for new entries and

updates.
b. Provides an at-a-glance view of key metrics and actionable items.

2. File Entry Form:
a. Simple and user-friendly form for entering new file data or updating existing

records.
3. Automated Reports:

a. Pre-configured summaries for monthly, quarterly, and fiscal year procurement data.
b. Financial tracking by file stage and delivery schedules.

4. Search and Filter Capabilities:
a. Easy-to-use search interface with advanced filtering for specific criteria.
b. Ensures quick retrieval of file information.

5. Supply Order Management:
a. Tracks CRAC delivery dates, due dates, and order completion statuses.
b. Integrates seamlessly with procurement tracking.
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