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b. Reports were often outdated and required repeated corrections.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.
i. 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
i.  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.
i. 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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GeM Medical Procurement Management System Index Sheet New File File Status Update Link
AON No Bid No File Number or Item Name ClubMaster New File Entry Click here to UPDATE STATUS

Total

Timestamp File No Date Fund Type Dept Nomenclature ltems Q
26/09/2023 10.19:11 MS/NE/DGLP/36723 2410712023 DGLP Non-Expendable Orthopaedics Sqtiary upqrtax xrill Systgm 1
26/09/2023 09:33:03 RE/D23/IFA/533 31/08/2023 DGLP Expendable cTvs oT C"5Ri]d[g’:gg:irp;";ﬁ;;;%z;”grﬁ%:tg::s’eﬁ:ge‘ 2 5 10
26/09/2023 09:29:32 RE/D23/IFA/454 1210012023 DGLP Expendable Endocrinology TESTOSTERONE CT RIS(100 TEST) s ¢

. GeneXperR MTQ/RIF UIRrs CsR nh GXMTQ/RIF-UIRrs
26/09/2023 09:24:30 RE/D22/IFA/433 1110012023 DGLP Expendable Pathology {leck i 10 Corfradon) 2
Csleghm shiphsRe pelgsRsble phvder fir sngRgbhRgce
2610912023 08:46:37 RE/D23/IFA/420 0410012023 DGLP Expendable Recon Surgery louery 10C6 vgfth KIT gh chimphocRos 57 1
26/09/2023 08:41:24 RE/D23/IFA4233 08/09/2023 DGLP Expendable Pediatrics \SQZ':‘Z:Q)V(Z L?J;C:Eé"%“xz:ﬂ”g:ﬁfg’fﬁf22"02'0560) 16 1
26/09/2023 08:35:24 RE/D23/IFA/427 06/09/2023 DGLP Expendable cTvs oT LesdercsRh 18 G wi;:;g;';rge"'?md"cer needle snd 8 3
25/09/2023 12:10:02 RE/D23/IFA/423 12109/2023 DGLP Expendable CcTVS OT Ware regnfhreed VENO?QSZSSNNULS* vgRh sgde hhles, 5o 3
ECM MsRrox (sheep Orgggn) chnRsgngng chilsgen 1, 1l &
25/09/2023 09:28-11 RE/E23/IFA/3333 08/09/2023 ECHS Expendable Recon Surgery r“fc“egsznz'ii‘;‘ge‘gdszp:‘::g;‘ngsf‘?:r:z ';'JJZ',’.?;?FTQ, 54 <
vhhnds (Hggh flhv vhhnd csre devgce) 4'x5"
25/00/2023 09:14:47 RE/E23/IFA/333 23/0812023 DGLP Expendable Pathology Smbh s Schpe 4 flexgble Qrhnchh sigm 3.8/1.2mm 64 E
25/09/2023 09:10:32 RE/D22/IFA/437 1310012023 DGLP Expendable Pathology Glhchse (GLU) a7 E

New File Entry GeM 2023 - Sample

GeM Office New File Entry

Sign in to Google to save your progress. Learn more

* Indicates required question

File No

Your answer

AON No *

Your answer




GeM (Med)

STATUS REPORT

26 Nov 2024

2 GeM DGLP Files Under Bidding / Technical For Period : Draft Bidding
3 S.No |File No Nomenclature Total ltems aty Total Amount Stage Remarks GeM Bli:‘;'a?epe"i"“
4 1 |MSINE/DGLP/45/2023 QI CUFF 19 <1,19,920 60 Bidding
5 2 [Traumar33aiaugi2a SED 1 1 %1,90,755 00 Draft Bidding
5 3 |Rem2siFa245 TrschehsRhmy Rhbe dhhble Ihmen vgRh chff fenesRrsRed sgze 7 54 39 %79,86,544.00 Draft Bidding
7 4 |remzaiFamass SCEGLOFENSC 100 MG TSQ 9 19050 €7,34,198. 00 Technical
8 5 |Re/mzaicra20 Tsb Mhrphgne CR 30 mg 1100 <5,830.00 Technical
0 6 |Re/m2acra2rs Ezmhinl 100 mg 354 €23,718.00 Technical
10 7 |Re/m22icFaR4ss EC for Rsgagng vaRh TC 99 15 50,000.00 Technical
1 8  |RE/D23/CFAIS2T Micrucuvgttg fur HS 1 HS 301 (Sux uf fuur pack) 1 9 51,203 52 Bidding 30112/1899
12 9 [rRem2aiFaar? KIT FuR STIMqTIum uF qLKPud 5 2640 17874450 Bidding 30112/1899
12 10 |MS/NE/DGLP/5012023 gmargamey Racuvary Trullay 1 1 %1,65.200 00 Bidding 30112/1899
14 11 |RE/D23/FA282 Chluruhgxiximg Glucumatq 1 1 %13,72,950.00 Bidding 30112/1899
1s 12 |RE/D23IFAI397 Flarimgg rimg circulqr rimgs fur sclarql fixqtium maxg up uf stqal 61 3 %20,20,280.72 Bidding 3012/1899
variuus sizq 14-23 mm
16 RE/D23/IFAI239 Stgrilg slgavg/ camaqrg cuvar 38 90 %3,91,18924 Bidding LPR 30112/1899
1 14 |RE/D23IFAI337 68 THLqSSaMIa gLLUTIum SUFFGR KIT 4 3 %5,89,605 00 Draft Bidding 30112/1899
18 15 |RE/D23/FA789 xippusqslq Shug Cuvar 17 10000 %11,38,326 64 Draft Bidding 30112/1899
19 16 |RE/D23IFA/334 xilugmt 1-4x120 ml 3 3 47,007 39 Draft Bidding 30112/1899
2 17 |RE/D23NFA350 Kits fur gstimqtium uf Glucusq cystqm pack cumpqtiSiq tu qM360 6 5400 %8,93,084.00 Bidding 30/12/1899
(Trgmsasiq)
21 18 |RE/D23/CFARST LPS TurSu c-Il STq fur Suth qar 1 10 %80,000.00 Technical 30112/1899
2 19 |Re/D23/IFAIT28 ’;‘ppus“s’q Srumchucupy Siupsy furcqps- glliggtur Jqo-stqp 2 30 13,27,899.00 Draft Bidding 30/12/1899
gmastratqx
A B C D
1 GeM (Med) Master File Analysis
2 Stage
3 AON 191 55.04% ¥30,87,35,865.80
4 | Bidding 42 12.10% 76,34,13,163.24
5 Draft Bidding 18 5.19% ¥4,01,78,410.82
8 EAS 21 6.05% 4,59,67,252.92
7 Financial 31 8.93% ¥4,04,24,904.57
2 PNC 2 0.58% ¥5,77,684.80
9 |Returned From IFA in EAS 1 0.29% ¥88,11,772.80
0 8O 7 2.02% ¥38,55,703.68
11 Technical 34 9.80% Z3,70,44,602.69
F 0
2 Grand Total 347 100.00% 54,90,09,361.32
13
14
15
16 Qtr Wise File Distribution
17 Demand Period - FY Quarter
18 Oct - Dec 2022 17 35,24 47 573.78
19 N/A - Non Expendable 21 750,55,400.00
20 | Jul - Sep 2023 166 %18,27,07,494.56
21 |Jan - Mar 2023 30 %8,70,02,189.31
22 Apr - Jun 2023 13 322,17,96,703.67
23 Grand Total 347 ¥54,90,09,361.32
24
25
A B c D E F G H J K
1 GeM SO File Search Type
2 Search Contract No File Number or Nomenclature AND
3 Search Term contains
4
5 Results
3 8. No File No & Date ‘GEMC Order No | Nomenclature Fund Suppliers Name SO Date Amount GST% GST Da!e of Supply datdg
Amount | Delivery
7 844 RE/E22/CFA/764 s11687757011344 | Wuduu rrrvucrr Vultw PC CTr Dugutwl Hrwrung ECHS M/QQQthQ HWQrUng COMW | 30-Sep-23 | %60,000.00 20.00 30-0ct-23
wud fur Cuth rwr
8 845 RE/E22/CFA/764 511687750704011 ﬁ:‘;ﬁr"c’u" t“'::'w\i“'"w HPC CTr Dugutw! Hrwrung ECHS M/QQQthQ HWQrlUng COrW | 30-Sep-23 60,000.00 20.00 30-0ct-23
9 846 RE/E22/CFA/764 511687742237485 agt:“r:“wk“" P CTr Dugutwl Hrwrung wud Fur ECHS M/QQQthQ HWQrlUng CQrW | 30-Sep-23 30,000.00 20.00 30.0ct23
10 847 RE/E22/CFA/764 511687725928557 | rugnuw Fun P CTr Cuth rwr ECHS | M/QQQthQ HWQrUngCOAW | 30-Sep23 | 30,000.00 2000 300ct23
It 843 RE/E22/CFA/646 511687731761628 | wLPr TurCu C-uuu Clr fur Cuth ECHS__ | QLPQ UntWrnQtUonQl PWELtd | 29Sep-23 | 48,000.00 2000 200ct23
Curunwry Guudr wurr- ruun Trc Trchunulugy,
Duwl Curr, Twurt Wurr, wCTUNr
12 838 RE/D22/IFA/6494 511687732739780 | Trchnulugy tup luwd 0.7gm;hydruphuluc cuwtung| — DGLP BK QurgUcUnwa 27-5ep23 | 355,488.00 2 238,088.00 | 27-0ct23
28cm.
Hu- Turqur Cwiwner Muddirwrught Unuvrrrwd
Guudrwurr 0.014"
1 839 RE/D22/IFA/6494 511687764995145 giﬁ':; due xtraruun CwpwCir/hydruphulue DGLP | WUQhko HWQIthcQrW PWt Ltd |  27-Sep-23 | 281,640.00 12 230,175.71 27-0ct-23
Curunwry Guudr Wurr - Nutunul / rtwunlrrr rtrrl
1 840 RE/D22/IFA/6494 S11687766085031 | (U~ Pulym Tupprd DGLP | WUQhko HWQIthcQrW PWtLtd | 27-Sep-23 | 281,640.00 2 WOATL | 27023
= @ Search ~ SOMaster ~ @ Report v @ CRACReport ~ [ CRAC Overdue ~ {§ SO AmountBilling ~ @ CRACDue ~ @ QtrWise SO Report v @ Financial Summary 23-24 >
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