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About this Guide 
Purpose of this Guide 
This guide will enable you to use every option of Tea Board Auctioneer and provides detailed 
procedures for the same. 

Who should Read this Guide 
This guide is for any stakeholder who has to use the e-Auction system. The e-Auction would typically 
involve the following tasks: 

 Setting up information about tea types, marks, grades, and stockholders etc. 

 Pre-Auction Activities including Invoice and AWR creation 

 Creation of Sale Programs and Catalogs for the same 

 Bidding and Knockdown of lots 

 Post Auction Activities including Contract Notes and Delivery Orders generation 

 Maintaining Reports 

 

Note: A Note, providing additional information about a certain topic 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



How to Get in Touch 
The following sections provide information on how to obtain support for the documentation and the 
software. 

Documentation Support 
NSE.IT welcomes your comments and suggestions on the quality and usefulness of this document. 
For any questions, comments, or suggestions on the documentation, you can contact us at  

NSE.IT Limited 

Trade Globe 

Ground Floor, Sir M. V. Road 

Andheri-Kurla Road 

Andheri (East) 

Mumbai - 400 059 

Tel - 2826 8844 

NSEIT Support Team 

 

 

 

 

 



Getting Started 
 

In this chapter, you will learn about: 

 Logging on to Auctioneer 
 Changing Password 
 Logging out of Auctioneer 
 Auctioneer Interface 
 Common Features 

 

Logging on to Auctioneer 
This section provides a detailed procedure on how to log on to Auctioneer. 

1. Log on to e-Auction Auctioneer application. 
2. Auctioneer module displays the Auctioneer Login screen. 

 

 

 

 

 

 

 

 

 

 

 

 

Field Description 

User Name  Enter the appropriate user or the login name. 

 This field is alphanumeric. 

 This field is mandatory. 

Password  Enter the appropriate password. 

 This field is alphanumeric and requires minimum eight 
characters with one character being alphabetic and one 
being numeric. 

 This field is mandatory. 



Field Description 

TTA Code  Enter the appropriate TTA code. 

 
3. Enter the appropriate User Name, Password, and TTA Code in their respective fields. 
4. Click on the Login button. 
5. On successful login, the Auctioneer module displays the main page, as shown in the following 

figure.  
6. Screen size will be opened as per Resolution set for machine. 

 

 

 

Changing Password 
This section provides a detailed procedure on how to change the Auctioneer password. The change 
password option allows you to change your current password to a new password of your choice. 

1. Log on to e-Auction Auctioneer Application. 
2. On the Auctioneer menu bar, click Miscellaneous and then select Change Password. 
3. Auctioneer module displays the Change Password screen as shown in the following figure. 



 
 

Field Default Value Validations Description 

Old 
Password 

 Blank  Mandatory 

 Same as entered while 
logging. 

 

Enter your old password. 

  

New 
Password 

 Blank  Mandatory 

 Minimum length of 8 
characters 

 Maximum length 20 
characters 

 Alphanumeric 

 Special characters 
allowed 

Enter your new password. 

Confirm 
Password 

 Blank  Mandatory 

 Same as entered in 
New Password 

 

Enter you new password 
once again here. 

 
Enter the appropriate details in their respective fields. 
Click on the Update Password button. 
If the password change is successful, Auctioneer module displays the page as shown in the 
following figure.  

 
 



Logging out from Auctioneer 
This section provides a detailed procedure on how to log out from Auctioneer. 

1. On the e-Auction Auctioneer menu, click Exit. 
2. Auctioneer module displays the Log Out message as shown in the following screen. 

 

 
 

3. Click on the Ok button to log out, else click No to go back to the Auctioneer module main page.  

 

Common Features 
Buttons 

The below table provides a list of buttons and its functionalities in the Auctioneer. 

Button Functionality 

 
 Clicking this button will fetch the data associated with the 

menu. 

 
 Clicking this button will close the corresponding menu 

window. 

 
 Clicking this button will print the corresponding data. 

 For more information on printing, refer to Printing a Report 
under  

 Common Features. 



Button Functionality 

 
 Clicking this button will export the corresponding data to a 

location of your choice. 

 For more information on exporting, refer to Exporting a 
Report under  

 Common Features. 

 
 Clicking this button will submit the corresponding details. 

  Clicking this button will open a drop-down list from which 
you can select corresponding details. 

 
 Clicking this button will close the corresponding menu 

window. 

 

Printing a Report 

This section provides a detailed procedure on how to print a report. 

1. Select any report of your choice, which has the Print option. 
2. Auctioneer displays the report window based on your selection criteria. 
3. A sample entry is shown in the following figure. 
 

 
 

4. Click on the Print button.  
 

Exporting a Report 

This section provides a detailed procedure on how to export a report. 

1. Select any report of your choice, which has the Export option. 
Auctioneer displays the report window based on your selection criteria. 



A sample entry is shown in the following figure. 
 

 
 

2. Click on the Export button. 
3. Auctioneer displays the pop-up window as shown in the following figure. 
 



 
 

Select the appropriate location of your choice from the scroll down bar. 
Click on the Save button. 
On successful exporting of the report, Auctioneer displays the message Report Exported 
Successfully with the corresponding location of the report, as shown in the following figure. 
 

 
 

4. Click OK.  
  



Auctioneer Interface 
In this chapter, you will learn about: 

 Auctioneer Interface 

Overview 
In the Auctioneer Interface, the live auction catalog and its related windows would be displayed to 
the auctioneer. This section explains the Auctioneer Interface, as well as some of the procedures 
which are limited to live auction session. 

Auctioneer Interface 

 
 

This below figure provides a graphical representation of the Auctioneer Interface when a Live 
Auction Session starts. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Pre-Auction 
In this chapter, you will learn about: 

 Sale Programs 

 Auction Sessions 

 Invoice 

 AWR 

 Kutcha Catalog 

 Auction Catalog 

 Lot No Series 

 Sample and Shortage Details 

 Warehouse Bills 

 

Overview 
The pre-auction process identifies the activities done by the entities before the auction date. Some 
of the activities listed below: 

 Create Sale Program 

 Create Auction Session 

 Enter Invoice Details 

 Enter AWR Details 

 Enter Valuation in Kutcha Catalog 

 About Kutcha Catalog 
 

 

 

 

 

 

 

 

 

 

 

 



  

 

Sale Programs 
In Sale Programs, Auctioneer can view the sale program by selecting the appropriate sale season 
and sale number. 

Viewing Sale Program Details 
1. Log on to the e-Auction Auctioneer application. 
2. On the menu bar, click Pre Auction and then select Sale Programs option or press CTRL+S key.  
3. Auctioneer module displays the Sale Programs screen, as shown in the following figure. 

 

 
 

Field Default Value Validation Description 

Season  First year when 
arranged in ascending 
order 

 All the seasons for 
which sellers prompt 
date of last sale 
program is not over 

 Select the appropriate 
season from the drop-
down list. 

Sale No  First Sale No when 
arranged in ascending 
order 

 All sale nos. of selected 
season for which 
sellers prompt date is 
not over 

 Select the appropriate 
sale number from the 
drop-down list. 

Catalog 
Closing Date 

 NA  NA  Displays the catalog 
closing date. 

 By selecting the 
appropriate season and 
sale number, this field 
gets auto-populated. 

Catalog 
Publishing 
Date 

 NA  NA  Displays the catalog 
publishing date. 

 By selecting the 



Field Default Value Validation Description 
appropriate season and 
sale number, this field 
gets auto-populated. 

 
4. Select the appropriate details. 
5. Click on the Refresh button. 
6. Auctioneer module displays the Sale Program details based on your search criteria. 

 

 
 

7. Click Close button to exit from the current screen. 
 

Auction Sessions 
The Auction Session window will display auction session time duration and the auction session 
status. You can view the Auction Session by selecting the appropriate auction season, sale number, 
sale date, and tea type. 

 

Viewing Auction Session Details 
1. Log on to the e-Auction Auctioneer application. 
2. On the menu bar, click Pre Auction and then select Auction Sessions option or press CTRL+O 

key.  
3. Auctioneer module displays the Sale Programs screen, as shown in the following figure. 

 



 
 

Field Default Value Validation Description 

Season  First year when 
arranged in ascending 
order 

 All the seasons for 
which sellers prompt 
date of last sale 
program is not over 

 Select the appropriate 
season from the drop-
down list. 

Sale No  First Sale No when 
arranged in ascending 
order 

 All sale nos. of selected 
season for which 
sellers prompt date is 
not over 

 Select the appropriate 
sale number from the 
drop-down list. 

Sale Date  First Sale Date of 
selected Sale No 

 All Sale Dates of 
selected Sale No 

 Select the appropriate 
sale date from the 
drop-down list. 

Tea Type  ALL  Option viz. Leaf, Dust 
along with ALL 

 Select the appropriate 
tea type from the drop-
down list. 

 
Select the appropriate details. 
Click on the Refresh button. 
4. Auctioneer module displays the Auction Sessions details based on your search criteria. 



 
 

5. Click Close button to exit from the current screen. 
 

Note: If the session is active, the Session Status will be displayed as Active. 
If the session is inactive, which means that the session is not yet started, the Session Status will 
be displayed as Inactive. 
When time remaining for the start of session is standard time set by TAO, the Session Status will 
be displayed as Warm up. 
If the session is closed, the Session Status will be displayed as Closed. 
If the session is cancelled, the Session Status will be displayed as Cancelled. 
 

 

Exporting Auction Session Details 

On Viewing the Session details the Auctioneer can Export the details by clicking on the Export 
button, refer the screen shot below. 



 

 

Invoice 
About Invoice 

The Auctioneer will have the functionality to enter the invoice details or upload the same, in cases 
where the Manufacturer and the Warehouse are unable to login. 

User can enter the Invoice for a particular sale program till catalog closing date. 

If user wants to modify the Invoice details, he can do the same. User can modify details viz. Mark, 
Warehouse, Warehouse unit, Manufacturer, Period of Manufacture, Invoice Date, Date of Dispatch, 
Carrier, Lorry No, Lorry Receipt No, Basic/A.E.D., and Cess. 

While Invoice modification is allowed till a day prior to the first sale date of a sale program. 

Viewing Invoice Details 
Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Invoice option or press CTRL+I key.  
1. Auctioneer module displays the Invoice screen, as shown in the following figure. 

 



 
 

Field Default Value Validations Description 

Season  Current Year 
(say 2009) 

 

 Non-Editable 

 All defined seasons for 
which Last Sellers Prompt 
Date is not over 

 Select the appropriate 
season from the drop-
down list. 

Sale No  SELECT  Non-Editable 

 All defined sale nos. of 
selected season for which 
Last Sellers Prompt Date 
is not over 

 Select the appropriate 
sale number from the 
drop-down list. 

Manufacturer  ALL  Non-Editable 

 All defined Manufacturers 

 Select the appropriate 
manufacturer from the 
drop-down list. 

Status  ALL  Non-Editable 

 Options Viz. Inv. Pending, 
Inv. Received, AWR 
Created, AWR Saved, 
AWR Submitted 

 Select the appropriate 
status from the drop-
down list. 

 
Select the appropriate details. 
Click on the Refresh button. 
2. Auctioneer module displays the Invoices details based on your search criteria. 



 
 

3. Click the Close button to exit from the current screen. 

 

Adding New Invoice Details 

In case, if the manufacturer or warehouse is not able to feed the invoice information through the 
system, a provisional invoice entry feature has been provided to the auctioneer. 

1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Invoice.  
2. Auctioneer module displays the Invoice screen, as shown in the following figure. 

 

 



3. Click on the Maintenance tab. 
4. Auctioneer displays the maintenance page as shown in the following figure. 

 

 
 

5. Click on the Add button. 
6. Auctioneer module displays the screen, as shown in the following figure. 

 

 
 
 
 



Field Default Value Validations Description 

Mark*  First Mark Name as 
per the alphabetic 
order of defined 
Marks 

 Non-Editable 

 Mandatory  

 All defined Marks at that 
Auction Center 

 Select the appropriate 
mark from the drop- 
down list. 

Origin  Origin of selected 
Mark 

 Non-Editable  Displays the origin of 
the tea. 

Season*  Current Year (say 
2009) 

 Non-Editable 

 Mandatory 

 All defined seasons for 
which Last Sellers 
Prompt Date is not over 

 Select the appropriate 
season from the drop-
down list. 

Sale No*  Select  Non-Editable 

 Mandatory 

 All defined sale nos. of 
selected season for 
which Last Sellers 
Prompt Date is not over 

 Select the appropriate 
sale number from the 
drop-down list. 

 You can only add new 
invoice details if the 
sale closing date is 
greater than or equal to 
the current date. 

Warehouse *  First Warehouse 
Name as per the 
alphabetic order of 
defined Warehouse 
Names 

 Non-Editable 

 Mandatory 

All defined Warehouses 
at that Auction 
Center 

 Select the appropriate 
warehouse name from 
the drop-down list. 

Manufacturer  Manufacturer of 
selected Mark 

 Non-Editable 

All defined Warehouses 
at that Auction 
Center 

 Displays the appropriate 
manufacturer. 

Auctioneer  User Name  Non-Editable  Displays the name of 
the auctioneer. 

Warehouse 
Name 

 Warehouse Name 
of selected 
Warehouse 

 Non-Editable  Displays the Warehouse 
Name. 

Warehouse 
Address 

 Warehouse 
Address of selected 
Warehouse 

 Non-Editable  Displays the warehouse 
address. 

Period of 
Manufacture 
(From Date) 

 Check box to 
enable date picker  

 Editable 

 Max Limit To Date 

 Select the appropriate 
date from the calendar. 

Period of 
Manufacture 
(To Date) 

 Check box to 
enable date picker 

 Editable 

 Greater than or equal to 
From Date 

 Max Limit Invoice Date 

 Select the appropriate 
date from the calendar 

Invoice No*  Blank  Editable 

 Mandatory 

 Alphanumeric 

 Enter the invoice 
number. 



Field Default Value Validations Description 
 Unique on the basis of 

Season, Sale No, 
Auctioneer, Mark, 
Warehouse 

Date of 
Dispatch 

 Check box to 
enable date picker 

 Editable 

 Greater than or equal to 
Invoice Date  

 Less than or equal to 
Catalog Closing Date 

 Select the appropriate 
date of dispatch. 

Invoice Qty  Blank  Non-Editable  Displays the invoice 
quantity. 

Invoice Date*  Current Date  Editable 

 Mandatory 

 Greater than or equal to 
Period of Manufacture 
To Date 

 Max Limit Catalog 
Closing Date 

 Select the appropriate 
invoice date from the 
calendar. 

Lorry Receipt 
No 

 Blank  Editable 

 Alphanumeric 

 Max length 25 
characters 

 Enter the appropriate 
lorry receipt number. 

Lorry No  Blank  Editable 

 Alphanumeric in specific 
format (say, MH 02 AX 
1245) 

 Max length 25 
characters 

 Enter the appropriate 
lorry number. 

Inv. Ref. No.  Blank  Non-Editable 

 Alphanumeric 

 Auto Generated after 
submission of Invoice 

 Displays the Inv.Ref No. 

Carrier  Blank  Editable 

 Alphanumeric 

 Max length 45 
characters 

 Enter the appropriate 
carrier name. 

Tea Type*  Blank  Non-Editable 

 Mandatory 

 Tea Type/s assigned to 
selected Sale No 

 Select the appropriate 
tea type from the drop-
down list. 

Sub Type*  Blank  Non-Editable 

 Mandatory 

 Sub Type/s as per the 
selected Tea Type 

 Select the appropriate 
tea sub type from the 
drop-down list. 

Category*  Blank  Non-Editable  Select the appropriate 



Field Default Value Validations Description 
 Mandatory 

 Options Viz. CTC, 
Darjeeling, Green, 
Oolong, and Orthodox 

tea category from the 
drop-down list. 

Grade*  First record when 
sorted in ascending 
order of alphabets 

 Non-Editable 

 Mandatory 

 All defined Grades  with 
Active status 

 Select the appropriate 
grade from the drop-
down list. 

Package Size  Blank  Non-Editable 

 All defined Package 
Sizes 

 Select the appropriate 
package size from the 
drop-down list.  

Package 
Type* 

 Blank  Non-Editable 

 Mandatory 

 All defined Package 
Types 

 Select the appropriate 
package Type from the 
drop-down list.  

Package No*  Blank  Editable 

 Mandatory 

 Positive Numeric Series 
(e.g. X-Y) 

 X has to be greater 
than zero 

 X has to be greater 
than Y and difference of 
Y & X cannot be less 
than MNP in Invoice 

 Enter the appropriate 
package number. 

 For example, 1-25, 10-
50, etc. 

Total 
Packages 

 Blank  Non-Editable 

 Auto generated after 
entering of Package No 

 Displays the Total 
packages corresponding 
to that lot 

Gross Kgs*  Blank  Editable 

 Mandatory 

 Positive Numeric with 
two digits after decimal 
point 

 Non zero 

 Enter the appropriate 
gross kilograms. 

Tare Kgs*  Blank  Editable 

 Mandatory 

 Positive Numeric with 
two digits after decimal 
point 

 Less than Gross Kgs. 

 Enter the appropriate 
tare kilograms. 

Net Kgs  Blank  Non-Editable 

 Net Kgs = (Gross Kgs – 
Tare Kgs) 

 Auto generated after 
entering of Gross and 
Tare Kgs 

 Displays the Net Kgs 
corresponding to that 
lot 



Field Default Value Validations Description 

Total Net Kgs  Blank  Non-Editable 

 Total Net Kgs = Total 
Packages * Net Kgs 

 Auto generated after 
entering of Package No, 
Gross and Tare Kgs 

 Displays the Total Net 
Kgs corresponding to 
that lot 

Basic/A.D.E  Blank  Editable 

 Positive Numeric with 
two digits after decimal 
point 

 Enter the appropriate 
basic/A.E.D. details. 

Cess  Blank  Editable 

 Positive Numeric with 
two digits after decimal 
point 

 Enter the appropriate 
cess details. 

Total Duty 
Payable 

 Blank  Non-Editable 

 Total Duty Payable = 
Basic/ADE + Cess 

 Auto generated after 
entering of Basic/ADE 
and/or Cess 

 By entering the 
appropriate basic/A.E.D. 
details and cess details, 
this field will get auto-
populated. 

 
Enter the appropriate details in their respective fields. 
Click on the Submit button. 
7. Auctioneer Module displays the message “Are you sure you want to submit this invoice?” as 

shown in the following figure. 
 

 
 

Click on the Yes button to submit the new invoice details, else No. 
On successful submission, Auctioneer module displays the “Invoice saved successfully” 
message as shown in the following figure. 

 

 

Receiving Invoice  
1. Log on to the e-Auction Auctioneer application. 



On the menu bar, click Pre Auction and then select Invoice.  
2. Auctioneer module displays the Invoice screen, as shown in the following figure. 

 

. 

 

Field Default Value Validation Description 

Select Blank Check Box NA Click on Check Box 
to select or 
deselect the 
Invoice 

Received Date Dispatch Date or 
Invoice Date if DD 
is not entered 

  

 
Select the Invoice whose status is needed to be change as Submitted from Pending. 
Click on the Received Date column of that particular row, and select the appropriate received date 
for that Invoice.   
Click on the Pending field under Invoice Status column or click on Submit All button. 
3. Auctioneer module displays the Invoice Received Successfully message as shown in the 

following figure. 

 
 

4. Click Ok to receive invoice. 
5. Auctioneer module displays the Invoice screen, as shown in the following figure. 



 

 
 

6. Click on the Refresh button. 
7. Auctioneer module displays the Invoice screen as shown in the following. 

 
 

8. Click the Close button to exit from the current screen.  
 

Exporting Invoice 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Invoice.  



2. Auctioneer module displays the Invoice screen, as shown in the following figure. 
 

 
 

Select the required invoice to be exported by double clicking on it. 
3. Auctioneer module displays the Invoice screen, as shown in the following figure. 

 

 
 

4. Click on the Export button. 
5. Auctioneer module displays the Save As screen as shown in the following figure. 
 



 
 

6. Select the location of your choice from the Desktop scroll down bar. 
7. Type the File name. 
8. Click on the Save button. 
9. Auctioneer module displays the “Invoice Exported Successfully” message as shown in the 

following figure. 
 

 
 

10. Click the OK button to export the invoice details.  
 

Uploading Invoice 
Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Invoice.  
1. Auctioneer module displays the Invoice screen, as shown in the following figure. 
 



 
 

2. Click on the Maintenance tab. 
3. Auctioneer module displays the maintenance page as shown in the following figure. 

 
 

4. Click on the Upload button. 
5. Auctioneer displays the Invoice Upload screen as shown in the following figure. 

 



 
 

Click on the  button. 
6. Auctioneer displays the Open dialogue box, as shown in the following figure. 
 

 
 

Select the appropriate Microsoft Excel File from which you have to upload the invoice. 
A sample entry is shown in the following figure. 
 



 
 

 

Note: In order to upload the invoice into the system, the excel sheet should be in a pre-defined 
format. 

 
7. Click on the Open button. 
8. Auctioneer uploads the page into the system and displays the page, as shown in the following 

figure. 
 



 
 

Click on the  button to validate the uploaded invoice. 
If the validation is successful, Auctioneer displays the message Validation successful, as shown 
in the following figure. 

 
 

Click on the  button to submit the new invoice. 
On successful submission, Auctioneer displays the message Invoice Saved Successfully, as 
shown in the following figure. 
 



 
 

9. On successful submission, the invoice gets uploaded and you can view the newly uploaded 
invoice in the Invoice List page. 
 
 
 

Note: Invoice modification is allowed till a day prior to the first auction day of sale program. 
Mark, Warehouse, Invoice No, Period of Manufacture, Date of Dispatch, Invoice Date, and Grade are 
modifiable from Invoice Maintenance tab. 

 

Printing Invoice 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Invoice.  
2. Auctioneer module displays the Invoice screen, as shown in the following figure. 

 



 
 

3. Click on the Maintenance tab. 
4. Auctioneer module displays the maintenance page as shown in the following figure. 

 
 

5. Click the Print button to print invoice details. 
6. Auctioneer module displays the Print Options screen as shown in the following figure. 



 
 

7. Select the required columns to print. 
8. Click OK button. 
9. Auctioneer module displays the Page Setup screen as shown in the following figure. 

 
 

10. Setup the Page option as per the requirement, then click OK button.  
11. Auctioneer module displays the Print Preview screen as shown in the following figure. 



 
 

12. Click Print to print the Invoice Details.  
 

AWR 
About AWR 

The Auctioneer can view the details of the AWR Entry Form & can modify its details. The Auctioneer 
can enter / upload Invoice & AWR details, if the same is not entered by the Manufacturers & 
Warehouse respectively. The AWR will contain each and every Invoice for a particular Mark. The 
Auctioneer will have only one AWR for one particular Mark and Warehouse for a single arrival and 
Invoice date in a Sale Program. 

User has to assign GP No and GP Date. He can enter Short/Excess Wt. against the particular record. 

Viewing AWR Details 
This section provides a detailed procedure on searching AWR details. 



1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select AWR option or press CTRL+W key.  
2. Auctioneer module displays the AWR screen, as shown in the following figure. 

 

 
 

Field Default Value Validations Description 

Season  Current Year  All seasons for which 
last sellers prompt date 
is not over 

 Select the appropriate 
season from the drop-
down list. 

Sale No  Select  Mandatory 

 All Sale Programs for 
which last sellers 
prompt date is not over 

 Select the appropriate 
sale number from the 
drop-down list. 

Status  ALL  Options viz. Pending, 
Approved along with 
ALL 

 Select the appropriate 
status from the drop-
down list. 

AWR No.  Blank  Editable 

 Non Mandatory 

 Alphanumeric 

 Enter the appropriate 
AWR Number. 

Manufacturer  ALL  All Manufacturers 
defined by TAO 

 Select the appropriate 
manufacturer from the 
drop-down list. 

Warehouse  ALL  All Warehouses defined 
by TAO 

 Select the appropriate 
warehouse from the 
drop-down list. 

 
Select/enter the appropriate details. 
Click on the Refresh button. 
3. Auctioneer module displays the AWR screen as shown in the figure.  



  

 
 

 

Adding New AWR Details 

In case the warehouse is not able to feed the AWR information through the system, a provisional 
AWR entry feature has been provided to the auctioneer. 

Invoices details with common season, sale no, mark, warehouse, invoice date, arrival date will be 
clubbed in a single AWR if all the invoices are in submitted state. 

1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select AWR.  
2. Auctioneer module displays the AWR screen, as shown in the following figure. 

 

 
 

3. Click on the Maintenance tab. 
4. Auctioneer displays the page as shown in the following figure. 



 

  
 

5. Click on the Add button. 
6. Auctioneer module displays the screen as shown in the following figure. 

 

 
 

Field Default Value Validation Description 

Season  Current Year  Mandatory 

 All seasons for which 
last sellers prompt date 
is not over 

 Select the appropriate 
season from the drop- 
down list. 

Sale No.  Select  Mandatory 

 All Sale Programs for 
which last sellers 
prompt date is not over 

 Select the appropriate 
sale number from the 
drop-down list. 



Field Default Value Validation Description 

Gate Pass 
Quantity 

 Blank  Non Editable 

 Gate Pass Qty = SUM 
(Total Weight of all 
lots) 

 Displays the gate pass 
quantity. 

AWR Ref NO  Blank  Non Mandatory 

 Editable 

 Alphanumeric 

 Enter the appropriate 
AWR number. This field 
is not mandatory. 

Mark  First mark when 
arranged in ascending 
order of available 
marks 

 Mandatory  Select the appropriate 
mark name from the 
drop-down list. 

Warehouse  First mark when 
arranged in ascending 
order of available 
marks 

 Mandatory  Select the appropriate 
warehouse from the 
drop-down list. 

Arrival Date  Current Date  Mandatory  Select the date of 
arrival. 

Catalog 
Closing Date 

 Closing date of 
selected sale no 

 Non Editable 

 Auto populated 

 Displays the catalog 
closing date. 

Invoice Date  Current Date  Mandatory  Enter the appropriate 
invoice date. 

Manufacturer  Manufacturer of 
selected Mark 

 Non Editable 

 Auto populated 

 Displays the 
Manufacturer name 

 
Enter/Select the appropriate details in their respective fields. 
Click on the Get AWR Details button. 
7. Auctioneer module displays the Get AWR Details screen as shown in the following figure. 

 

  
 



Field Default Value Validation Description 

AWR Date  Current Date  Mandatory 

 AWR Date has to be 
<= Catalog Closing 
Date 

 Enter the appropriate 
AWR date. 

GP NO  Blank  Mandatory 

 Numeric 

 Enter the appropriate 
gate pass number. 

GP Date  Arrival Date  Mandatory 

 GP Date has to be <= 
Arrival Date 

 Enter appropriate GP 
Date 

Short/Excess 
Weight 

 Blank  Non Mandatory 

 Numeric with two digits 
after decimal point 

 Enter the appropriate 
short/excess weight. 

Location 
Inside 
Warehouse 

 Blank  Non Mandatory 

 Alphanumeric 

 Enter the appropriate 
location, if required. 

 
Enter/Select the appropriate details in their respective fields. 
Click on the Submit button. 
On successful submission, Auctioneer displays the message “AWR added successfully, as shown 
in the following figure.  

 

 
 

Exporting AWR Details 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select AWR.  
2. Auctioneer module displays the AWR screen, as shown in the following figure. 



  

 
Select the required lot to be exported by double clicking on it. 
3. Auctioneer module displays the AWR details screen, as shown in the following figure. 

 

  

 
4. Click on the Export button. 
5. Auctioneer module displays the Save As screen as shown in the following figure. 
 



 
 

6. Select the location of your choice from the Desktop scroll down bar. 
7. Type the File name. 
8. Click on the Save button. 
9. Auctioneer module displays the “AWR Exported Successfully” message as shown in the 

following figure. 
 

 
 

10. Click the OK button to export the AWR details.  

 

Uploading AWR 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select AWR.  
2. Auctioneer module displays the AWR screen, as shown in the following figure. 
 



  
 

3. Click on the Maintenance tab. 
4. Auctioneer displays the page as shown in the following figure. 
 

  
 

5. Click on the Upload button. 
6. Auctioneer displays the screen as shown in the following figure. 
 



 
 

Click on the  button. 
7. Auctioneer module displays the screen as shown in the following figure. 
 

 
 

Select the appropriate Microsoft Excel File from which you have to upload the invoice. 
A sample entry is shown in the following figure. 
 



 
 

Note: In order to upload the AWR in to the system, the excel sheet should be in a pre-defined 
format. 

 
8. Click on the Open button. 
9. Auctioneer module uploads the page into the system and displays the page, as shown in the 

following figure. 
 

  
 

Click on the  button to validate the uploaded AWR. 



If the validation is successful, Auctioneer displays the message Validation successful, as shown 
in the following figure. 
 

 
 

Click on the  button to submit the new AWR. 
On successful submission, Auctioneer displays the AWR added successfully message as shown in 
the following figure. 
 

 
 

On successful submission, the AWR gets uploaded and you can view the newly uploaded AWR in the 
AWR List page. 
A sample entry is shown in the following figure (highlighted for your reference).  



 

 

Printing AWR Details 
Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select AWR.  
1. Auctioneer module displays the AWR screen, as shown in the following figure. 

 

 
 

2. Click on the Maintenance tab. 
3. Auctioneer module displays the maintenance page as shown in the following figure. 



 
 

4. Click the Print button to print invoice details. 
5. Auctioneer module displays the Print Options screen as shown in the following figure. 

 

 
 

6. Select the required columns to print. 
7. Click OK button. 
8. Auctioneer module displays the Page Setup screen as shown in the following figure. 



 
 

9. Setup the Page option as per the requirement, then click OK button.  
10. Auctioneer module displays the Print Preview screen as shown in the following figure. 



 
 

11. Click Print to print the AWR Details.  
 

Kutcha Catalog 
The Kutcha Catalog would be created automatically for each Sale Program. The Kutcha Catalog 
would have the list of all the invoices and its corresponding lots from the AWR mapped to that Sale 
Program till catalog closing date. Supplemented or Reprinted lots till catalog closing date will be 
available. 

Viewing Kutcha Catalog 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Kutcha Catalog.  
2. Auctioneer module displays the Kutcha Catalog screen, as shown in the following figure. 

 



  

 

Field Default Value Validations Description 

Season  Current Year (say 
2009) 

  

 Non-Editable 

 All defined seasons for 
which Last Sellers Prompt 
Date is not over 

 Select the appropriate 
season from the drop-
down list. 

Sale No  First Sale No as per the 
descending order of 
available Sale Nos. 

 Non-Editable 

 All defined sale nos. of 
selected season for which 
Last Sellers Prompt Date is 
not over 

 Select the appropriate 
sale number from the 
drop-down list. 

Lot No 
Status 

 Pending  Non-Editable 

 Options Viz. Pending & 
Generated 

 Displays the status of 
lot no. generation. 

 By selecting the 
appropriate season and 
sale number, this field gets 
auto-populated. 

Tea Type  ALL  Non-Editable 

 Options Viz. Leaf & 
Dust 

 Select the appropriate 
tea type from the drop-
down list. 

Mark  ALL  Non-Editable 

 All defined Marks at 
that Auction Center 

 Select the appropriate 
mark from the drop-down 
list. 

Category  ALL  Non-Editable 

 Options Viz. CTC, 
Darjeeling, Green, Oolong, 
and Orthodox 

 Select the appropriate 
category from the drop-
down list. 

Grade  ALL  Non-Editable 

 All defined Grades  
with Active status 

 Select the appropriate 
grade from the drop-down 
list. 

Lot Type  ALL  Non-Editable 

 Options Viz. Fresh, 
Supplement, Reprint 

 Select the appropriate 
lot type from the drop-
down list. 



 

Select the appropriate details. 
Click on the Refresh button. 
3. Auctioneer module displays the Kutcha catalog details screen as shown in the following figure.  

  

 

Note: Data will be available till a day prior to catalog publishing date. 

 

Lot No Generation 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Kutcha Catalog.  
2. Auctioneer module displays the Kutcha Catalog screen, as shown in the following figure. 

 

  

 
Select the appropriate details. 
Click on the Refresh button. 
3. Auctioneer module displays the Kutcha catalog details screen as shown in the following figure.  

 



 

Click on the Generate Lot No button. 
4. Auctioneer displays the message, “Do you want to Generate Lot No for the Pending Lots of Sale 

No X?” as shown in the following figure. 
 

 
 

5. Click on Yes button. 
Auctioneer displays the message, “Lot Number Generated successfully” as shown in the 
following figure.  
 

 
 
Click on OK button  
Auctioneer module displays the Kutcha catalog details screen with newly generated lot nos. as 
shown in the following figure. 
 

 



 

Note: If user modifies the category of a record after generating the lot no, he has to regenerate the 
same. Lot nos. will be generated on tea type, category basis in the order in which invoices 
were submitted. If lot no series gets exhausted lot nos. for remaining lots will not be 
generated. 

 

Removing Lots from Kutcha Catalog 

Removing a lot facility allows user to withdraw the tea initially offered in the particular sale program. 

Removing a lot from Kutcha Catalog facility is available only after generation of lot no. 

1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Kutcha Catalog.  
2. Auctioneer module displays the Kutcha Catalog screen, as shown in the following figure. 

 

 

 

Select the appropriate details. 
Click on the Refresh button. 
3. Auctioneer module displays the Kutcha catalog details screen as shown in the following figure. 

 



 

 

Select the details of a particular row that you want to remove from the Kutcha Catalog. 
4. Auctioneer highlights that particular row, as shown in the following figure. 

 

 
 
5. Click on the Remove button. 
6. Auctioneer displays the message, Are you sure, you want to remove this lot, as shown in 

the following figure. 
 

 
 

7. Click Yes button. 
8. Auctioneer displays the message; Lot removed successfully, as shown in the following 

figure.  

 



Adding Valuation in Kutcha Catalog 

Auctioneer can add valuation after generating the lot nos. Auctioneer can add details like Base Price, 
Reserve Price, Auctioneer Valuation, Lot Comment, Quality Comment, and Mark & Packs Comment. 

Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Kutcha Catalog.  
1. Auctioneer module displays the Kutcha Catalog screen, as shown in the following figure. 

 

 
 

Select the appropriate details. 
Click on the Refresh button. 
2. Auctioneer displays the Kutcha catalog details screen as shown in the following figure. 

 

 
 

Select a lot to which you would like to assign valuation. 
Click on the Valuation button. Double click on the selected lot/ enter the value directly in to the 
valuation column of the selected lot. 
3. Auctioneer module displays the Kutcha Catalog Valuation window, as shown in the following 

figure. 

 



 
 

Field Default Value Validations Description 

Package No  As entered in the 
corresponding Invoice 

 Editable 

 Non Mandatory 

 Numeric with two digits 
after decimal point 

 Displays the serial 
number. 

 This field is non-
editable. 

No of 
Packages 

 As entered in the 
corresponding Invoice 

 Non Editable  Displays the mark. 

 This field is non-
editable. 

Base Price  Blank  Editable 

 Non Mandatory 

 Numeric with two digits 
after decimal point 

 Base Price in Decimals 
i.e. "25.50" will not be 
accepted if Uniform tick 
Size is enabled 

 Displays the base price 
set for the auction. 

 Modify details, if 
required. 

 Base Price in Decimals 
i.e. "25.50" will not be 
accepted if Uniform tick 
Size is enabled 

My 
Valuation 

 Blank  Editable 

 Non Mandatory 

 Numeric with two digits 
after decimal point 

 My Valuation in 
Decimals i.e. "25.50" will 
not be accepted if Uniform 
tick Size is enabled 

 Displays the valuation 
price set by the 
auctioneer. 

 Modify details, if 
required. 

 My Valuation in 
Decimals i.e. "25.50" will 
not be accepted if Uniform 
tick Size is enabled 

Reserve 
Price 

 Blank  Editable 

 Non Mandatory 

 Numeric with two digits 
after decimal point 

 Reserve Price in 
Decimals i.e. "25.50" will 
not be accepted if Uniform 
tick Size is enabled 

 Displays the reserve 
price. 

 Modify details, if 
required. 

 Reserve Price in 
Decimals i.e. "25.50" will 
not be accepted if Uniform 
tick Size is enabled 



Field Default Value Validations Description 

Mark & 
Packaging 
Comments 

 Blank  Editable 

 Non Mandatory 

 Alphanumeric with 
special characters 

 Enter the appropriate 
mark and packaging 
comments. 

Lot 
comments 

 Blank  Editable 

 Non Mandatory 

 Alphanumeric with 
special characters 

 Enter the appropriate 
lot comments. 

Gross 
Weight 

 As entered in the 
corresponding Invoice 

 Editable 

 Non Mandatory 

 Numeric with two digits 
after decimal point 

 Displays the gross 
weight. 

Sample Qty 
(Kgs) 

 Blank  Editable 

 Non Mandatory 

 Numeric with two digits 
after decimal point 

 Max limit less than Net 
Wt. 

 Displays the sample 
qty. 

 Enter or modify if 
required. 

Quality 
Comments 

 Blank  Editable 

 Non Mandatory 

 Alphanumeric with 
special characters 

 Enter the appropriate 
quality comments. 

 

Select the appropriate details. 

Click on the  button. 
4. Auctioneer module displays the Kutcha Catalog page, as shown in the following figure. 

 

 
 

Click on the Submit button. 
On successful submission, Auctioneer displays the message Changes saved successfully, as shown 
in the following figure.  



 

 
 

 

Upload Valuation in Kutcha Catalog 
Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Kutcha Catalog.  
1. Auctioneer module displays the Kutcha Catalog screen, as shown in the following figure. 

 

 

 

Select the appropriate details. 
2. Auctioneer module displays Kutcha Catalog screen as shown in the following.  

 

 
 

3. Click the Valuation Upload button to upload the details. 



4. Auctioneer module displays the Valuation Upload screen as shown in the following figure. 
 

 
 

5. Type the path and name of the file to upload or Click Open button to locate the file.  
6. Auctioneer module displays the Open dialogue box as shown in the following figure. 

 

 
 

7. Select the file to upload. 
8. Click Open button. 
9. Auctioneer module displays the Valuation Upload screen as shown in the following figure. 



 
 

10. Base Price, My Valuation & Reserve Price in Decimals i.e. "25.50" will not be accepted if Uniform 
Tick Size is enabled. 

11. Click the Validate button.  
12. Auctioneer module displays the Validation Successful message as shown in the following 

figure. 

 
 

13. Click OK. Auction module displays the Valuation Upload screen as shown in the following 
figure. 

 
 

14. Click the Submit button.  
15. Auctioneer module displays the Kutcha Catalog screen as shown in the following figure. 



 
 

16. Click the Submit button. 
17. Auctioneer module displays the “Changes Saved Successfully” message as shown in the 

following screen.  

 
 

Modifying Kutcha Catalog Details 

Auctioneer can modify catalog details like Category, Gross Wt., Package No, Sample Qty. at any 
stage whether lot no generated or not. In addition, he can modify valuation details. 

Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Kutcha Catalog.  
1. Auctioneer module displays the Kutcha Catalog screen, as shown in the following figure. 

 

 

 



Select the appropriate details. 
Click on the Refresh button. 
2. Auctioneer displays the Kutcha catalog details screen as shown in the following figure. 

 

 

 

Select a lot to which you would like to assign valuation. 
Click on the Valuation button. Double click on the selected lot/ enter the value directly in to the 
valuation column of the selected lot. 
3. Auctioneer module displays the Kutcha Catalog Valuation window, as shown in the following 

figure. 

 

 
 

Field Default Value Validations Description 

Package No  As entered in the 
corresponding Invoice 

 Editable 

 Non Mandatory 

 Numeric with two digits 
after decimal point 

 Displays the serial 
number. 

 This field is non-
editable. 

No of 
Packages 

 As entered in the 
corresponding Invoice 

 Non Editable  Displays the mark. 

 This field is non-



Field Default Value Validations Description 
editable. 

Base Price  Blank  Editable 

 Non Mandatory 

 Numeric with two digits 
after decimal point 

 Base Price in Decimals 
i.e. "25.50" will not be 
accepted if Uniform tick 
Size is enabled 

 Displays the base price 
set for the auction. 

 Modify details, if 
required. 

 Base Price in Decimals 
i.e. "25.50" will not be 
accepted if Uniform tick 
Size is enabled 

My 
Valuation 

 Blank  Editable 

 Non Mandatory 

 Numeric with two digits 
after decimal point 

 My valuation in 
Decimals i.e. "25.50" will 
not be accepted if Uniform 
tick Size is enabled 

 Displays the valuation 
price set by the 
auctioneer. 

 Modify details, if 
required. 

 My valuation in 
Decimals i.e. "25.50" will 
not be accepted if Uniform 
tick Size is enabled 

Reserve 
Price 

 Blank  Editable 

 Non Mandatory 

 Numeric with two digits 
after decimal point 

 Reserve Price in 
Decimals i.e. "25.50" will 
not be accepted if Uniform 
tick Size is enabled 

 Displays the reserve 
price. 

 Modify details, if 
required. 

 Reserve Price in 
Decimals i.e. "25.50" will 
not be accepted if Uniform 
tick Size is enabled 

Mark & 
Packaging 
Comments 

 Blank  Editable 

 Non Mandatory 

 Alphanumeric with 
special characters 

 Enter the appropriate 
mark and packaging 
comments. 

Lot 
comments 

 Blank  Editable 

 Non Mandatory 

 Alphanumeric with 
special characters 

 Enter the appropriate 
lot comments. 

Gross 
Weight 

 As entered in the 
corresponding Invoice 

 Editable 

 Non Mandatory 

 Numeric with two digits 
after decimal point 

 Displays the gross 
weight. 

Sample Qty 
(Kgs) 

 Blank  Editable 

 Non Mandatory 

 Numeric with two digits 
after decimal point 

 Displays the sample 
qty. 

 Enter or modify if 
required. 

Quality 
Comments 

 Blank  Editable 

 Non Mandatory 

 Alphanumeric with 
special characters 

 Enter the appropriate 
quality comments. 



 

Select the appropriate details. 

Click on the  button. 
4. Auctioneer module displays the Kutcha Catalog page, as shown in the following figure. 

 

 
 

Click on the Submit button. 
On successful submission, Auctioneer displays the message Changes saved successfully, as shown 
in the following figure.  

 

 
 

Note: Sample Qty of supplemented lot cannot be modified. 

 

Printing Kutcha Catalog Details 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Kutcha Catalog.  
2. Auctioneer module displays the Kutcha Catalog screen, as shown in the following figure. 



 
 

3. Click the Print button to print Kutcha catalog details. 
4. Auctioneer module displays the Print Options screen as shown in the following figure. 

 
 

5. Select the required columns to print. 
6. Click OK button. 
7. Auctioneer module displays the Page Setup screen as shown in the following figure. 



 
 

8. Setup the Page option as per the requirement, then click OK button.  
9. Auctioneer module displays the Print Preview screen as shown in the following figure. 

 

 
 

10. Click the Print to print the Kutcha Catalog Details.  



Exporting Kutcha Catalog 
Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Kutcha Catalog.  
1. Auctioneer module displays the Kutcha Catalog screen, as shown in the following figure. 

 

 

 

Select the appropriate details. 
2. Auctioneer module displays Kutcha Catalog screen as shown in the following.  

 

 
 

3. Click the Export button to export the details. 
4. Auctioneer module displays the Save As screen as shown in the following figure. 



 
 

5. Select the location of your choice from the Desktop scroll down bar. 
6. Type the File name. 
7. Click on the Save button. 
8. Auctioneer module displays the “Kutcha Catalog Exported Successfully” message as shown 

in the following figure. 
 

 
 

9. Click the OK button to export the Kutcha Catalog details.  
 

Auction Catalog 
Auctioneer can view the auction catalog across all the auctioneers. He can also modify his lot details 
from his My Catalog. Auctioneer would also be able to add his valuation and comments for all the 
lots for which he has not provided any details in Kutcha Catalog. 

Viewing Auction Catalog 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Auction Catalog.  
2. Auctioneer module displays the Auction Catalog screen, as shown in the following figure. 



 
 
 

Field Description 

Season  Select the appropriate season from the drop-down list. 

Sale No  Select the appropriate sale number from the drop-down 
list. 

Auction Date  Select the appropriate auction date from the drop-down 
list. 

Auctioneer  Select the appropriate auctioneer from the drop-down list. 

Tea Type  Select the appropriate tea type from the drop-down list. 

Category  Select the appropriate tea category from the drop-down 
list. 

Session Time  Select the appropriate session time from the drop-down 
list. 

Select the appropriate details. 
Click on the Auction Catalog button. 
3. Auctioneer module displays Auction Catalog screen as shown in the following.  



  

 
 

Click on the Maximize button. 
4. Auctioneer module displays Auction Catalog screen as shown in the following.  
 

 

 

Click on Resize button to resize the screen as earlier. 

Click on Close button to close the screen. 



Exporting Auction Catalog 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Auction Catalog.  
2. Auctioneer module displays the Auction Catalog screen, as shown in the following figure. 

 

 

 

Field Description 

Season  Select the appropriate season from the drop-down list. 

Sale No  Select the appropriate sale number from the drop-down 
list. 

Auction Date  Select the appropriate auction date from the drop-down 
list. 

Auctioneer  Select the appropriate auctioneer from the drop-down list. 

Tea Type  Select the appropriate tea type from the drop-down list. 

Category  Select the appropriate tea category from the drop-down 
list. 

Session Time  Select the appropriate session time from the drop-down 
list. 

 

Select the appropriate details. 
Click on the Auction Catalog button. 
3. Auctioneer module displays Auction Catalog screen as shown in the following.  



 

 
 

4. Click the Export Auc Catalog button to export the details. 
5. Auctioneer module displays the Save As screen as shown in the following figure. 

 

 

 

6. Select the location of your choice from the Desktop scroll down bar. 
7. Type the File name. 
8. Click on the Save button. 



9. Auctioneer module displays the “Auction Catalog Exported Successfully” message as 
shown in the following figure. 

 

 
 

10. Click the OK button to export the Auction Catalog details.   

 

Printing Auction Catalog 
Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Auction Catalog.  
1. Auctioneer module displays the Auction Catalog screen, as shown in the following figure. 

 

 

 

Field Description 

Season  Select the appropriate season from the drop-down list. 

Sale No  Select the appropriate sale number from the drop-down 
list. 

Auction Date  Select the appropriate auction date from the drop-down 
list. 

Auctioneer  Select the appropriate auctioneer from the drop-down list. 

Tea Type  Select the appropriate tea type from the drop-down list. 



Field Description 

Category  Select the appropriate tea category from the drop-down 
list. 

Session Time  Select the appropriate session time from the drop-down 
list. 

 

Select the appropriate details. 
Click on the Auction Catalog button. 
2. Auctioneer module displays Auction Catalog screen as shown in the following.  

 

 
 

3. Click the Print Auc Catalog button to print the details. 
4. Auctioneer module displays the Print Options screen as shown in the following figure. 



 
 

5. Select the required columns to print. 
6. Click OK button. 
7. Auctioneer module displays the Page Setup screen as shown in the following figure. 

 

 
 

8. Setup the Page option as per the requirement, then click OK button.  
9. Auctioneer module displays the Print Preview screen as shown in the following figure. 



 
 

10. Click Print to print the Auction Catalog details.  

My Catalog 
The My Catalog option allows auctioneer to modify and remove lots. Auctioneer can view all his 
preferred lots in the My Catalog. Auctioneers can add/assign valuations to their lots using My 
Catalog and can print as well as export the My Catalog details. 

Viewing My Catalog Details 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Auction Catalog.  
Select the appropriate details. 
Click on the My Catalog button. 
2. Auctioneer displays My Catalog details as shown in the following figure.  
 



 

 

3. Click on Maximize button. 
4. Auctioneer displays My Catalog details as shown in the following figure.  

 

 
 

5. Click on Resize button to reset the earlier settings. 
6. Click on Close button. 

 
  



Modifying My Catalog Details 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Auction Catalog.  
Select the appropriate details. 
Click on the Auction Catalog button. 
Auctioneer displays auction catalog details, based on your search criteria. 
A sample entry is shown in the following figure. 
2. Click on the My Catalog button. 
3. Auctioneer displays My Catalog details as shown in the following figure. 

 

 

Select the appropriate row from the My Catalog area. 
Double click on that row. 
4. Auctioneer displays Valuation window as shown in the following figure. 

 



 

 

Field Default Value Validation Description 

Sr. No.  NA  Non Editable  Displays the serial 
number. 

  

Mark  NA  Non Editable  Displays the mark. 

Base Price  Blank or old value  Editable 

 Non Mandatory 

 Numeric with 2 
integers after decimal 
point 

 Base Price in Decimals 
i.e. "25.50" will not be 
accepted if Uniform 
tick Size is enabled 

 Displays the base price 
set for the auction. 

 Enter/Modify details, if 
required. 

 Base Price in Decimals 
i.e. "25.50" will not be 
accepted if Uniform 
tick Size is enabled 

Auctioneer 
Valuation 

 Blank or old value  Editable 

 Non Mandatory 

 Numeric with 2 
integers after decimal 
point 

 Auctioneer Valuation in 
Decimals i.e. "25.50" 
will not be accepted if 
Uniform tick Size is 
enabled 

 Displays the valuation 
price set by the 
auctioneer. 

 Enter/Modify details, if 
required. 

 Auctioneer Valuation in 
Decimals i.e. "25.50" 
will not be accepted if 
Uniform tick Size is 
enabled 

Reserve 
Price 

 Blank or old value  Editable 

 Non Mandatory 

 Numeric with 2 
integers after decimal 

 Displays the reserve 
price. 

 Enter/Modify details, if 
required. 

 Reserve Price in 



Field Default Value Validation Description 
point 

 Reserve Price has to be 
>= Base Price and <= 
Auctioneer Valuation 

 Reserve Price in 
Decimals i.e. "25.50" 
will not be accepted if 
Uniform tick Size is 
enabled 

Decimals i.e. "25.50" 
will not be accepted if 
Uniform tick Size is 
enabled 

Mark & 
Packaging 
Comments 

 Blank or old value  Editable 

 Non Mandatory 

 Alphanumeric 

 Enter the appropriate 
mark and packaging 
comments. 

Lot 
comments 

 Blank or old value  Editable 

 Non Mandatory 

 Alphanumeric 

 Enter the appropriate 
lot comments. 

Category  Old value  Non Editable  Displays the category. 

Gross 
Weight 

 Blank or old value  Editable 

 Non Mandatory 

 Numeric with 2 
integers after decimal 
point 

 Enter/Modify the gross 
weight. 

Package No  Blank or old value  Editable 

 Non Mandatory 

 Series of no in the 
format X-Y 

 X has to be <= Y 

 (Y-X) can not be > 
MAP (Invoice) as 
defined by TAO 

 Displays the number of 
packages. 

Sample Qty 
(Kgs) 

 Blank or old value  Editable 

 Non Mandatory 

 Numeric with 2 
integers after decimal 
point 

 Displays the sample 
qty. 

 Enter/modify if 
required. 

Total 
Package 

 Old value  Non Editable 

 Auto populated on the 
basis of No of Packages 

 Displays the total 
package. 

Quality 
Comments 

 Blank or old value  Editable 

 Non Mandatory 

 Alphanumeric 

 Enter/Modify the 
appropriate quality 
comments. 

 
Select/enter the appropriate details. 
Click on the Submit button. 
On successful submission, Auctioneer displays the message “Changes done successfully, as shown 
in the following figure.  

 



 

 
 

Upload Valuation in My Catalog 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Pre Auction Catalog.  

 

 
 

Select the appropriate details. 
Click on My Catalog button. 
2. Click the Valuation Upload button to upload the details. 
3. Auctioneer module displays the Valuation Upload screen as shown in the following figure. 

 
 

4. Type the path and name of the file to upload or Click Open button to locate the file.  



5. Auctioneer module displays the Open dialogue box as shown in the following figure. 

 
 

6. Select the file to upload. 
7. Click Open button. 
8. Auctioneer module displays the Valuation Upload screen as shown in the following figure. 

 

 
 

9. Base Price, My Valuation & Reserve Price in Decimals i.e. "25.50" will not be accepted if Uniform 
Tick Size is enabled. 

10. Click the Validate button.  
11. Auctioneer module displays the Validation Successful message as shown in the following 

figure. 



 
 

12. Click OK. Auction module displays the Valuation Upload screen as shown in the following 
figure. 
 

 
 

13. Click the Submit button.  
14. Auctioneer module displays the My Catalog screen as shown in the following figure. 

 

 
 

15. Click the Submit button. 



16. Auctioneer module displays the “Changes Saved Successfully” message as shown in the 
following screen.  

 

 

Lot No Series  
The Lot No Series Master option allows auctioneer to Add, Modify and Remove lot series. Series of 
earlier sale program will be applicable to newly defined sale program if that sale program is defined 
after series was defined for earlier sale program. 

Viewing Lot No Series Details 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Lot No Series. Or press CTRL+N 
2. Auctioneer module displays the Lot No Series screen, as shown in the following figure. 

 

 
 

Select the appropriate details. 
Click on the Refresh button. 
3. Auctioneer module displays Lot No Series details as shown in the following figure. 

 



 
 

 

Modifying Lot No Series Details 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Lot No Series.  
2. Auctioneer module displays the Lot No Series screen, as shown in the following figure. 
Select the appropriate details. 
Click on the Auction Catalog button. 
Auctioneer module displays Lot No Series details, based on your search criteria. 
A sample entry is shown in the following figure. 
 

 



 
3. Click on the Refresh button. 
4. Auctioneer module displays Lot No Series as shown in the following figure. 

 

 
 

Select the appropriate row from the Lot No Series area. 
Double click on any Row of that record or click on Maintenance tab. 
5. Auctioneer displays Lot No Series details window as shown in the following figure. 

 

 
 

 



Field Default Value Validations Description 

Tea Type  As defined in the 
earlier sale program 

 Non-Editable  Displays the Tea Type 

Category  As defined in the 
earlier sale program 

 Non-Editable  Displays the Category 

Series From  As defined in the 
earlier sale program 

 Editable till lot no 
generation 

 Non zero positive 
integer 

 Enter proper input 

Series To  As defined in the 
earlier sale program 

 Editable  

 Non zero positive 
integer 

 Modified Value cannot 
be less than old value 

 Enter proper input 

 
Click on Modify button. 
Enter the appropriate details. 
Click on the Submit button. 
6. On successful submission, Auctioneer displays the message “Do you want to continue?”, as 

shown in the following figure. 
7. Click on Yes to save the changes else click on No button. 
8. On successful submission, Auctioneer displays the message “Changes done successfully, as 

shown in the following figure. 
 

Note: Record for a Tea Type and Category will be unique and there will be no overlapping between 
two different records in a series. 

 

Removing Lot No Series Details 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Pre Auction and then select Lot No Series.  
2. Auctioneer module displays the Lot No Series screen, as shown in the following figure. 
Select the appropriate details. 
Click on the Auction Catalog button. 
Auctioneer module displays Lot No Series details, based on your search criteria. 
A sample entry is shown in the following figure. 
3. Click on the Refresh button. 
4. Auctioneer module displays Lot No Series as shown in the following figure. 
Select the appropriate row from the Lot No Series area. 
Double click on that row. 
5. Auctioneer displays Lot No Series details window as shown in the following figure. 
Click on Modify button. 
Select the record to remove by clicking on the row details will be seen as shown in the following 
figure. 
 



 
 
Click on the Remove button. 
Click on the Submit button. 
6. On successful submission, Auctioneer displays the message “Do you want to continue?”, as 

shown in the following figure. 
7. Click on Yes to save the changes else click on No button. 
8. On successful submission, Auctioneer displays the message “Changes done successfully, as 

shown in the following figure. 
 

 
 



Sample & Shortage Details 

 

The “Sample and Shortage Details” screen will capture the Short weight and Sampling 
information at package level (per lot) 

The Screen will be visible to the North Auction Centre. 

The feature will function as follows: 

1. The Auctioneer will be able to enter Sample and Shortage details only for the lots for which Lot 
Numbers are generated. 

2. An Auctioneer will be able to see all such lots in the “List View”, sale number wise. 
3. An Auctioneer can enter the Short/Sampling information by double clicking on a lot, through the 

“Maintenance View”. 
4. Following screen will be displayed to Add the Sample Packages: 

 



5. In the “Maintenance View”, an Auctioneer is required to enter the package number(s) for which 
he wants to enter the Short/Sampling information. 

6. The “Short and Sample weight” columns will capture: 
a. The amount by which the package is short of, and 

b. The amount of sample taken from the package 

7. The Short/Sample Qty can’t be greater than the Net Wt. of the package 
8. The package number should be among the running chest number, as provided in the invoice, 

only. 
9. The Auctioneer will also be able to upload his Sample and Shortage Details. An Upload button 

will be made available in the List view. 
        Following Screen will be displayed to Upload Sample & Shortage Details: 

 

 
 

10. An Auctioneer would be allowed to modify the Sample/Short Qty till a day prior to the Auction 
day. 

11. The Data would be available in the Sample & Shortage Details screen till the Seller’s Prompt Date 
or the Date on which the Lot gets knocked / withdrawn, whichever is later. 

12. An Auctioneer would be able to modify the package information by pressing the “Modify” button 
13. An Auctioneer will only be able to modify the three columns (viz. Package Number, Short Qty 

and Sample Qty) in the “Maintenance View” of the Sample Master. 
14. The Sample Qty and the Short Excess weight for a lot would automatically be computed by 

clubbing the data of all the packages. 
15. When a lot is reprinted, the old sampling qty will be available to the auctioneer. An Auctioneer 

would be able to add more packages for sampling. 
  



 

Warehouse Bills 
 

Viewing Warehouse Bills 
 

 
 

The Auctioneer can view the warehouse bills by selecting the below filters 

Mark – is a drop down containing all the Marks in the System 

Warehouse – is a drop with all warehouses in the system  

Status – whether the bill is pending or has been accepted 

Bill type – whether the charges are warehouse charges or other charges 

The grid will show information or data in the below columns 

Bill type, Mark, Warehouse, Warehouse name, bill number, bill date, bill amount, TDS rate, TDS 
amount, net amount, remark, status. 

The user has the option to export this data to excel.  
 

 
  



Adding a Warehouse Bill 
 

 
 

1. In the maintenance screen, click on ADD 
2. Select the bill type as warehouse charges or other charges. 
3. Select the mark and warehouse. 
4. Enter the Bill number, Bill amount, TDS rate, TDS Amount, Net Amount. 
5. Select the bill date. 
6. Enter remarks (if any). 
7. Click on submit. 
8. The user can modify the warehouse bill data as well as cancel any changes made. 
9. The user can also upload the data using an excel file. 
  



Auction 
In this chapter, you will learn about: 

 Auction Process 

 Change Reserve Price 

 View Bid Book 

 View Market Depth 

 View Summary of Tea Sold 

 View Market Summary 

  



About Auction 
The users of the system, viz., Auction Admin, Auctioneers, Buyers and Manufacturers will be able to 
view the active Auction session. The Active Auction Catalog will display the session details, the 
Active Lots Timer or the MBT Timer. The Active Auction Catalog would display all the lots for which 
buyer can place bids. The Auction will flash all the lots that are active in the current session. 

The session process is explained in detail below: 

1. Initially for each session there would be a certain time available called as   Minimum Bidding 
Time ( MBT) where buyer’s can only place bids and none of the lots shall be knocked down 
during that period. The timer for the MBT shall also be visible on the right top of the screen till 
the MBT gets over. 

After completion of MBT, certain number of lots (as configured by TAO) shall be identified as active, 
which are highlighted in red color time duration (as configured by TAO).The timer for the active lots 
shall also be visible instead of MBT Timer. 
At the end of the time duration of active lots, those lots shall be knocked down and new set of active 
lots shall be identified and highlighted. 
2. This process shall continue till the end of the session. At the end, all the lots shall be either sold 

or unsold.  
 

 
 

Season 
Season describes the year for which the Sale Program is being defined. 

Sale No 
This feature helps auctioneer to uniquely identify the sale program. 



Auction Date 
This feature displays the Auction date for a particular sale program. 

Session Time 
The session time displays the total session time remaining for bidding on the lots that are yet to be 
knockdown. 

MBT (Minimum Bidding Time) 
This message gets displayed when minimum bidding time gets over. 

MBT Timer 
The MBT timer displays the time remaining for the active cycles to start. 

Active Lots Timer 
The Active Lots Timer displays the time available for bidding on the active lots during the session for 
a short period.  

Changing Reserve Price 
If the auctioneer wishes to change the reserve price for any of his lots during the session, the 
auctioneer can do so by using Change Reserve Price window or by editing the RP column in the 
My Catalog. 

This below section provides a detailed procedure on how to change the reserve price when a live 
auction session is running. 

To change the Reserve Price 
1. Select the lot/s from the My Catalog of which reserve price need to be modified. 
Click on the Change Reserve Price link or press F7 key. 
Auctioneer displays the Change Reserve Price pop-up window as shown in the following figure. 

 

   
 

Select the required option to change the Reserve Price. 
Enter the appropriate value if either of first two options selected. 
Click on Submit. 
On successfully changing the Reserve Price, Auctioneer displays the message, Reserve price 
changed successfully, as shown in the following figure.  



 
 

Reserve Price for a lot can also be modified by editing the RP Column from My Catalog. 
The RP can be changed either on the upper side or Lower side for the lots which are in “Pending” 
stage, and for the Active Lots it can be modified only on the Lower side. 
The RP can’t be changed for the Lots for which the Reserve Price is shown. 
The Reserve Price can also be changed by pressing the “RP=HBP” button. This button is present in 
the My Catalog of the Auctioneer against each lot. 
When this button is pressed, the current HBP is set as the Reserve Price for the lot. 
 

Note: Error Messages – Reserve Price cannot be less than Base Price. 
                                   Reserve Price should be less than or equal to Auctioneer’s Valuation. 
       Reserve Price cannot be changed once the lot is sold. 
           Reserve Price cannot be changed once the lot is unsold. 
       Reserve Price cannot be blank or zero. 
                                   Reserve Price cannot be greater than previous reserve price for active lots. 
          

 

Notifications and Message Area 
Most expected messages and notifications: 

1. Reserve price changed successfully  
 
E.g.: For Lot no. a10091. New reserve price is 49.50 Rs. 
 
2.  Deal confirmation 
 
For Lot No - a10088, Buyer Name - BT, ServerBidNo - 2009021000000031, Deal Price – 99.5 AT - 
10/02/2009 9:58:01 AM. 
 
3. Bid confirmation 
 
For Lot No - a10104, Buyer Name - BT, ServerBidNo - 2009021000000039, Bid Price - 50 AT - 
10/02/2009 9:59:33 AM. 
 

About Bid Book 
In Bid Book, the auctioneer can view the buy share and bid prices placed by the buyers for his lots. 
Bid Book will display details for a particular Lot Number, Grade, and Mark. 

Viewing Bid Book 

Bid Book will display the bid details as Invoice No, Lot No, Buy Quantity, Share Qty, Bid Price, Buy 
Quantity @ HBP, Bid time, Bid Status, Bid status can be options either of Submitted, Confirmed, 
Cancelled, and Knockdown. 



1. Log on to the e-Auction Auctioneer application. 

On the menu bar, click Auction and then select Bid Book or press F3 key, else click   
tab on the main screen.  
Auctioneer module displays the Bid Book screen, as shown in the following figure. 

 

 
 

Field Default Value Validations Description 

Lot No  ALL  Non Editable 

 All lot nos. of all the 
sessions of a sale date 

 Select the appropriate 
lot number from the drop-
down list. 

Session 
Time 

 ALL  Non Editable 

 All sessions of a sale 
date 

 Select the appropriate 
session time from the 
drop-down list. 

Lot Status  All  Non Editable 
1. Lot Status 

a. Sold 
b. Unsold 
c. Pending 

 Select the appropriate 
Lot Status from dropdown 
list. 

 

Select the appropriate details. 
Click on the Refresh button. 
2. Auctioneer displays the bid book details screen as shown in the following figure. 

 



  
 

Click the Close button to exit from the current screen.  
 

Exporting Bid Book 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Auction and then select Bid Book or press F3, else click tab on the main 
screen.  
Auctioneer module displays the Bid Book screen, as shown in the following figure. 
 

  
 

Select the required lot to be exported by double clicking on it. 
Click on the Export button. 
Auctioneer module displays the Save As screen as shown in the following figure. 
 



 
 

Select the location of your choice from the Desktop scroll down bar. 
Type the File name. 
Click on the Save button. 
Auctioneer module displays the “Bid Book Exported Successfully” message as shown in the 
following figure. 
 

 
 

Click the OK button to close the message pop up.  

 

Printing Bid Book Details 
1. Log on to the e-Auction Auctioneer application. 

On the menu bar, click Auction and then select Bid Book or press F3, else click   tab on 
the main screen.  
Auctioneer module displays the Bid Book screen, as shown in the following figure. 



  
 

Click the Print button to print bid book details. 
Auctioneer module displays the Print Options screen as shown in the following figure. 

  
Select the required columns to print. 
Click OK button. 
Auctioneer module displays the Page Setup screen as shown in the following figure. 



 
 

Setup the Page option as per the requirement, then click OK button.  
Auctioneer module displays the Print Preview screen as shown in the following figure. 
 

 
 

Click the Print icon to print the bid book Details. 
  



Market Depth 
About Market Depth 

The Market Depth displays the bid price and the corresponding aggregated buying shares of top 10 
buyers for that lot. Market depth gets updated as and when bids are updated or fresh bids are 
received. 

To view Market Depth 
1. Log on to e-Auction Auctioneer application. 
Auctioneer module displays the Auction Catalog screen as shown in the following figure. 

 

 
 

Select a lot and Press F6 button on keyboard to view Market Depth details.  
Auctioneer module displays the Market Depth screen as shown in the following figure. 



  
 

Click the Close button to exit from the current screen. 
 

Change Reserve Price from My Catalog 
1. An Auctioneer will not be allowed to modify the Reserve Price for the lot(s), which have their 

Reserve Price shown on the catalog. 
For the lots mentioned in point (a) above, the following fields will be disabled: 
2. Reserve Price grid in My Catalog of the Auctioneer 
Change Reserve Price Screen (F7) of the Auctioneer. 
RP=HBP button. 

 
Note: Bidder Name column will be visible only when Bidders Anonymity is set off by TAO. 

 

Summary of Tea Sold 
About Summary of Tea Sold 
The Summary of Tea Sold option allows the auctioneer to view the summary of the tea sold during 
the auction. It contains information such as Lot No, Mark, Grade, No of Packages, Highest Bid Price 
and Highest Bidder. The Summary of Tea Sold gets updated on real time basis. As soon as a lot is 
sold, its details are available in summary of tea sold. 

Viewing Tea Sold Summary 
1. Log on to e-Auction Auctioneer application. 
Auctioneer module displays the Auction Catalog screen as shown in the following figure. 



 

 
 

Click the Summary button at the extreme right of the screen. 
Auctioneer module displays the screen as shown in the following figure.  

 

  
lik on Lot No link to view details of winning buyers. 
Auctioneer module displays the screen as shown in the following figure. 

 



Auctioneer Market Summary 
About Auctioneer Market Summary 
The Auctioneer Market Summary option allows Auctioneer to view the information regarding the 
names of all the other Auctioneers auctioning their tea during the sale. 

Viewing Auctioneer Market Summary 
1. Log on to e-Auction Auctioneer application. 
2. Auctioneer module displays the Auction Catalog screen as shown in the following figure. 

 

 
 

3. Click the Summary tab 
4. Following Screen will be opened.  

 

 
5. Click on any Auctioneer Link. Market Summary for selected Auctioneer will be opened.  

 
 



6. The Auctioneer will be able to view the Auctioneer Market Summary. 
7. This Auctioneer’s Names will be displayed based on the order of sale. 
8. The summary will be updated for the number of sold and unsold lots and their percentages of the 

total lots offered for sale by each auctioneer. 
9. This summary will display the cumulative total of sold and unsold lots across all sessions of each 

auctioneer. 
10. The Sold % will be calculated as: 
11. Sold % = (Amount of Sold Qty) / (Sold Qty + Unsold Qty) 
12. The Qty can be either in Kgs, Pkgs or Lots. 
13. The number of sold and unsold lots will be updated with each knockdown cycle in each 

auctioneer’s session. 
14. The summary will be visible throughout a particular sale program. 
 

Market Summary 
About Market Summary 
The Market Summary option allows auctioneer to view the auction information such as Total, 
Active, Pending, Sold, Unsold lot details, successful bidders, Avg. Price for the session. The Market 
Summary gets updated on real time basis. 

Viewing Market Summary 
1. Log on to e-Auction Auctioneer application. 
Auctioneer module displays the Auction Catalog screen as shown in the following figure. 

 

 
 

Click the Summary tab. 
Auctioneer module displays the screen as shown in the following figure.  



  

 

Field Description 

Active  Displays the number of active lots, pkgs., & Kgs. 

Pending  Displays the number of pending lots, pkgs., & Kgs. 

Sold  Displays the number of sold lots, pkgs.,  & Kgs. 

Unsold  Displays the number of unsold lots, pkgs., & Kgs. 

Total  Displays the total number of lots, pkgs., & Kgs. 

AVG Price  Displays the weighted average price of sold lots. 

Successful Bidders  Displays the number of successful bidders. 
 

Note: Avg. Price is calculated as (SUM of (No. of Kgs Sold * Deal Price) / SUM of No. of Kgs Sold). 
 

Column Configuration 
About Auction Catalog Column Configuration 

The Column Configuration option allows you to configure the columns of the Auction Catalog as 
per own requirement. 

To work with Auction Catalog column configuration 
1. Log on to e-Auction Auctioneer application. 
Auctioneer module displays the Auction Catalog screen as shown in the following figure. 



 

 
 

Select a column and then click Right Hand side button of the mouse. 
Auctioneer module displays the screen as shown in the following figure. 

 

 



Click Remove option to remove a particular column from the list. 
Click Add/Remove button to add columns.  
Auctioneer module displays the screen as shown in the following figure. 

  
Click on the required Column Name Check Box to add it to the columns. 
Click on Restore Defaults button, if you want set default columns. 
Click Apply button.  
All the columns added shall be visible on the auction catalog screen 
Click Cancel button to exit from the current screen.  
 

About My Catalog Column Configuration 

The Column Configuration option allows you to configure the column parameters of the Auction 
Catalog as per auctioneer requirement. 

To work with My Catalog column configuration 
1. Log on to e-Auction Auctioneer application. 
Auctioneer module displays the Auction Catalog screen. 
Select a column and then click Right Hand side button of the mouse. 
Auctioneer module displays the screen as shown in the following figure. 

 



 
 

Click Remove option to remove a particular column from the list. 
Click Add/Remove button to add columns.  
Auctioneer module displays the screen as shown in the following figure. 

  
Click on the required Column Name Check Box to add it to the columns. 
Click on Restore Defaults button, if you want set default columns. 
Click Apply button.  
All the columns added shall be visible on the auction catalog screen. 
Click Cancel button to exit from the current screen. 



Color Indicators 
The Buyer module contains several colors to indicate various states of lots during the auction. 

These colors are signified as follows: 

1. RED: The lots with Red background are Active Lots. These lots would be either sold or 
unsold at the end of the Active Lots Cycle. 
A screen shot depicting the above is attached below: 
 

 



2. BLUE: The Lots having the broadcast (BQ and HBP) in Blue color indicates that the lot 
contains bids and the Buyer is not the highest bidder for that lot. 
An example of the above is shown below: 
 
 

 

 

3. TURQUOISE: The Lots having the Status column highlighted in the Turquoise color indicates 
that the Lot has met or exceeded the Reserve Price and will be sold after the Active Cycle 
gets over. This indicator is visible only for the Active Lots. 
An example of the above is depicted below in the Screenshot: 
 
 

 



 

 

4. The legend is also placed in the Buyer’s Module at the bottom of the screen. The screen shot 
is as attached below: 
 

 
  



Post Auction 
In this chapter, you will learn about the following reports: 

 Deal Book 

 Contract Notes 

 Delivery Order 

 Account sale 

 Unsold Lots 

 Bid History 

  



Overview 
The post-auction process comprises of the activities that are performed on and / or after the date of 
auction. These activities are related to the delivery process. 

Deal Book 
The auctioneer will be able to view the deals generated for his lots. In Deal Book, auctioneer can 
view the deals confirmed in favour of a particular buyer. The Auctioneer can generate Contract 
Notes from the Deal Book either for all the records or for selective one. 

Viewing Deal Book Details 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Post Auction and then select Deal Book or press Ctrl+D key.  
2. Auctioneer module displays the Deal Book screen, as shown in the following figure. 

  

 
 

Field Default Value Description 

Season  Current Year  Select the appropriate season 
from the drop down box. 

Sale No  Running or a sale program which 
completed yesterday 

 Select the appropriate Sale 
Number from the drop down box. 

Tea Type  As per the sale program defined 
by TAO 

 Select the appropriate tea type 
from the drop-down list. 

 Options viz. Leaf, Dust. 

Category  CTC  Select the appropriate category 
from the drop-down list. 

 Options viz. CTC, Orthodox, 
Darjeeling, Oolong, Green. 

Auction Date  First Sale Date of a Sale Program  Select the appropriate date of 
auction from the drop down box. 

Session Time  ALL  Select the appropriate session 



Field Default Value Description 
time from the drop-down list. 

 All the sessions defined on the 
selected sale date along with option, 
ALL will be available for selection. 

Mark  ALL  Select the appropriate mark from 
the drop-down list. 

 All the marks defined by TAO 
along with option ALL will be available 
for selection. 

Buyer Name  ALL  Select the appropriate buyer name 
from the drop-down list. 

 All the buyer names defined by 
TAO along with option ALL will be 
available for selection. 

Buyers Prompt 
Date 

 Date corresponding to the Sale 
Date 

 Displays the buyers prompt date. 

Lot No  ALL  Select the appropriate lot number 
from the drop-down list. 

 The entire lot nos. offered in all of 
the sessions defined for the 
auctioneer along with option ALL will 
be available for selection. 

Bidders from  Logged in auction centre  Select the appropriate auction 
centre from where the buyer has bid 
in the centre 

 
3. Select the appropriate details. 
4. Click on the Refresh button. 
5. Auctioneer module displays the Deal Book screen as shown in the following figure. Deal Book 

will also display Total Packages, Quantity Received(Kgs) & Total Value as shown below. 



  

 
 

 
6. Auctioneer has the facility to add charges for Buyer Chestage Allowance and VAT Deposit. 
7. Buyer Chestage Allowance and VAT Deposit columns are displayed in orange color. 
8. The value entered in Buyer Chestage Allowance will be deducted from Buyer’s Final Amount 

in Tax Invoice. 
9. The VAT Deposit can be levied by the Auctioneer to the newly registered Buyer(s) which 

will be reflected in Buyer’s Tax Invoice. 
10. After entering the values in the above two mentioned columns, click on Update button to update 

the data in the Deal Book. 
11. However, the above two columns are applicable only for North Auction Center’s (i.e. Kolkata, 

Guwahati, Siliguri & Jalpaiguri). 
12. Those columns are not applicable for South Auction Center’s (i.e. Cochin, Coonoor & 

Coimbatore). 
13. Click the Close button to exit from the current screen.  

 



Generating Contract Note 

The auctioneer has to generate contract notes for the deals generated on an auction date. 

1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Post Auction and then select Deal Book.  
2. Auctioneer module displays the Deal Book screen, as shown in the following figure. 

 

  

 

 

3. Select the appropriate details in their respective fields. 
4. Click on the Refresh button. 
5. Auctioneer displays the Deal Book page, as shown in the following figure. 

 
  

 

 



6. Select the appropriate combinations for which you want to generate the contract note. 
7. Click on the Generate Contract Note button. 
8. A warning message will be displayed as shown below. 

 

 
 

 
 

9. On successful generation of the contract note, Auctioneer displays the “Contract Note 
Generated Successfully” message as shown in the following figure. 

 

 
 

Note: Contract Note can be generated till buyers prompt date of selected sale date. Contract Note 
will be generated for the particular Tea Type, Category and other selected parameters. Data will be 
available till last buyers prompt date of a sale program. 
 
 

Contract Notes 
Auctioneer can view the Contract Notes of all the buyers which he can generate using the deal book. 
Auctioneer can select the appropriate season, sale number, buyer name, and the payment status. 
You have to change the payment status and generate delivery order. The Auctioneer can generate 
Delivery Orders from the Contract Note Screen either for all the records or for selective one. 
Delivery Orders can be generated only when the Contract Note has been generated for a particular 
lot. 



Viewing Contract Notes 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Post Auction and then select Contract Notes or press F10 key.  
2. Auctioneer module displays the Contract Notes screen, as shown in the following figure. 

 

 

 

Field Default Value Description 

Season  Current Year  Select the appropriate season 
from the drop-down list. 

Sale No  First Sale No. when arranged in 
ascending order.  

 Select the appropriate sale 
number from the drop-down list. 

 All Sale Nos. for which sellers 
prompt date is not over 

Auction Date  Latest Sale Date of a Sale 
Program 

 Select the appropriate date of 
auction from the drop down box. 

Tea Type  As per the sale program defined 
by TAO 

 Select the appropriate tea type 
from the drop-down list. 

 Options viz. Leaf, Dust. 

Bidders From  Logged in auction centre  Select the appropriate auction 
centre from where the buyer has bid 
in the centre 

Buyer Name  ALL 
 

 Select the appropriate buyer name 
from the drop-down list. 

 All buyer names defined by TAO 
along with option ALL 

 

3. Select the appropriate details. 



4. Click on the Refresh button. 
5. Auctioneer module displays the Contract Notes screen as shown in the following figure. 

  

 
6. Select the required row to view Contract Note details, and then click Maintenance tab or 

Double click on that particular record.  
7. Auctioneer module displays the Contract Notes Maintenance screen as shown in the following 

figure. 
 

 
 

 
8. Click the Close button to exit from the current screen.  
 



Field Description 

Season   Displays the season details. 

Sale No  Displays the sale no. 

Prompt Date  Displays the prompt date. 

CN No  Displays the CN number. 

Buyer Name  Displays the Buyer name. 

CN Date  Displays the CN Date. 

Tea Type   Displays the Tea Type. . 

Sale Type  Displays the Sale Type 

 

Exporting Contract Note Details 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Post Auction and then select Contract Notes.  
2. Auctioneer module displays the Contract Notes screen, as shown in the following figure. 
 

 

 
 

3. Select the required lot to be exported by double clicking on it. 
4. Auctioneer module displays the Contract Note Details screen, as shown in the following 

figure. 



 
 

5. Click on the Export button. 
6. Auctioneer module displays the Save As screen as shown in the following figure. 
 

 
 

7. Select the location of your choice from the Desktop scroll down bar. 
8. Type the File name. 
9. Click on the Save button. 
10. Auctioneer module displays the “Contract Note Exported Successfully” message as shown 

in the following figure. 



 

 
 

11. Click the OK button to export the contract note details.  

 

 

Printing Contract Note Details 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Post Auction and then select Contract Notes.  
2. Auctioneer module displays the Contract Notes screen, as shown in the following figure. 

 
 

 

 
3. Select the required lot(s) for Contract Note(s) to be printed by selecting the checkbox(es). 
4. Click the Get PDF button to print invoice details. 
5. A pop up message box will be displayed as shown below. 

 

 



 
6. Click on OK button. 
7. Then a success message will be displayed as shown in the following figure. 

 

 
 

8. The PDF(s) will be saved in the following location, ‘C:\PAN_Auctioneer\Contract Notes\’ as 
shown below. 
 

 
 

9. Print Contract Note Format will vary Auction Centre wise. 

 

Digital Signature on ContractNote 
1. The broker will be able to apply his digital signature to the Delivery orders, Tax invoices & 

Account Sales. 
2. Once the broker has digitally signed the documents the broker & buyer will be allowed to 

download the digitally signed Delivery orders, Account sales & Tax Invoices. 



 

Upload PDF 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Post Auction and then select Contract Notes.  
2. Auctioneer module displays the Contract Notes screen, as shown in the following figure. 

 
 

 

 
3. Select the required lot(s) for Contract Note(s) to be printed by selecting the checkbox(es). 
4. Click the upload PDF button to upload  invoice details. 

 

 



 

5. Below is the sample for Cochin Centre 

 



 

 

 
 

6. Below is the sample for South Centre (Coimbatore & Coonoor) 

 

 



 

 

 

 

7.  Below is the sample for North Centre(Kolkata1,Guwahati Dust, Leaf & Siliguri) 
 
 

Buyer Copy 



 



 
 
 
 
Duplicate Copy 
 



 



 
 
 
 
 
 

Original Copy 



 
 



 
 
 
 
 
Transport Copy 

 
 



 



 
 
 

Delivery Order 
The Auctioneer can view Delivery Orders for all the deals to be given to the Buyers. Using this option 
Auctioneer can view the Delivery Order by selecting the appropriate season, sale number, and 
buyer. Auctioneer can also view the delivery order by selecting the appropriate warehouse. 

Viewing Delivery Order 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Post Auction and then select Delivery Order or press F11 key.  
2. Auctioneer module displays the Delivery Order screen, as shown in the following figure. 



 

 

Field Default Value Description 

Season  Current year  Select the appropriate season 
from the drop-down list. 

Sale No  First Sale No when arranged in 
ascending order 

 Select the appropriate sale 
number from the drop-down list. 

 All the sale programs for which 
sellers prompt date is not over. 

Bidders From  Logged in auction centre  Select the appropriate auction 
centre from where the buyer has bid 
in the centre 

Buyer  ALL  Select the appropriate buyer name 
from the drop-down list. 

 All Buyer names defined by TAO 
along with option ALL 

 

3. Select the appropriate details. 
4. Click on the Refresh button. 
5. Auctioneer module displays the Delivery Order screen as shown in the following figure. 



 
 

6. Select the required row to view Delivery Order details, and then click Maintenance tab or 
Double click on that particular record.  

7. Auctioneer module displays the Delivery Order Maintenance screen as shown in the following 
figure. 

 

 
 

8. Click the Close button to exit from the current screen. 
 

Exporting Delivery Order Details 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Post Auction and then select Delivery Order.  
2. Auctioneer module displays the Delivery Order screen, as shown in the following figure. 



 

       

 

 

3. Select the appropriate details. 
4. Click on the Refresh button. 
5. Auctioneer module displays the Delivery Order screen as shown in the following figure. 

 
 
6. Select the row & click on Maintenance tab to view the details of the delivery order as below. 
 



 
 
7. Click the Export button to export the details. 
8.  Auctioneer module displays the Save As screen as shown in the following figure. 

 
 

9. Select the location of your choice from the Desktop scroll down bar. 
10. Type the File name. 
11. Click on the Save button. 
12. Auctioneer module displays the “Delivery Order Exported Successfully” message as shown 

in the following figure. 
 



 
 

13. Click the OK button to export the Delivery Order details. 
 

Printing Delivery Order Details 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Post Auction and then select Delivery Order.  
2. Auctioneer module displays the Delivery Order screen, as shown in the following figure. 

 

 
 
Select the appropriate details. 
Click on the Refresh button. 
3. Auctioneer module displays the Delivery Order screen as shown in the following figure. 



 
 

 
4. Select the required lot for Delivery Orders to be printed by clicking on the checkboxes provided 

or click on Select/Unselect All button to print all the Delivery Orders at a time. 
5. Click the Get PDF button to print Delivery Order(s). 
6. A pop up will appear as: 

 

 
 

7. Click on OK button. 
8. A message box will be displayed as: 

 

 
 

9. Delivery Orders saved will be displayed in the following folder. 



 
 

 

Digital Signature for DeliveryOrder 
1. The broker will be able to apply his digital signature to the Delivery orders, Tax invoices & 

Account Sales. 
2. Once the broker has digitally signed the documents the broker & buyer will be allowed to 

download the digitally signed Delivery orders, Account sales & Tax Invoices. 

GetPDF 

 

1. Click the Get PDF button to Delivery Order(s). 
2. A pop up will appear as: 

 

 
 

3. Click on OK button. 
4. A message box will be displayed as: 

 



 
 

5. Delivery Orders saved will be displayed in the following folder. 

 
 

Upload PDF 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Post Auction and then select Delivery Order.  
2. Auctioneer module displays the Delivery Order screen, as shown in the following figure. 
 

 



 
 
3. Select the appropriate details. 
4. Click on the Refresh button. 
5. Auctioneer module displays the Delivery Order screen as shown in the following figure. 

 
 
6. Select the required lot for Delivery Orders to be printed by clicking on the checkboxes provided 

or click on Select/Unselect All button to upload all the Delivery Orders at a time. 
7. Click the upload pdf button to print Delivery Order(s). 

 
 



 

8. Delivery Order Format will vary Auction Centre wise. 
 
9. Below is the sample for Cochin Centre. 
 

 



 

 
 

10. Below is the sample for South Centre (Coimbatore & Coonoor) 
 

 



 
 

 
 
 
 
 
 
 
 
11. Below is the sample for North Centers (Kolkata1, Guwahati Dust, Guwahati Leaf & Siliguri) 
 
 

 
 

 

Unsold Lots 
Lots, which did not receive even a single bid or received bids below the reserve price, would be 
termed as unsold lots. Unsold Lots can be viewed by selecting the appropriate season, sale number, 
auction date, auctioneer, and tea type. User can withdraw, supplement or reprint such lots. 



Viewing Unsold Lots 
1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Post Auction and then select Unsold Lots or press F12 key.  
2. Auctioneer module displays the Unsold Lots screen, as shown in the following figure. 

 

 

 

 

Field Default Value Description 

Season  Year of last completed or currently 
running Sale Program 

 Displays the season. 

Sale No  Last completed or currently 
running Sale No 

 Displays the sale number. 

 All the sale programs for which 
sellers prompt date is not over. 

Auction Date  First Auction Date of selected sale 
program. 

 Select the appropriate auction 
date from the drop down list. 

 All the Auction Dates defined in 
the selected Sale No. 

Seller Prompt 
Date 

 Seller prompt date corresponding 
to the selected auction date. 

 Displays the Seller Prompt Date 

Manufacturer  ALL  Select the appropriate 
manufacturer from the drop-down 
list. 

 All Manufacturer names defined by 
TOA along with option ALL 

Origin  ALL  Select the appropriate tea origin 
from the drop-down list. 

 All Origin names defined by TOA 
along with option ALL 

Mark  ALL  Select the appropriate mark from 
the drop-down list. 

 All Mark names defined by TOA 



Field Default Value Description 
along with option ALL 

Grade  ALL  Select the appropriate grade from 
the drop-down list. 

 All Grade names defined by TOA 
along with option ALL 

 
3. Select the appropriate details. 
4. Click on the Refresh button. 
5. Auctioneer module displays the unsold lots page based on your search criteria. 
6. A sample entry is shown in the following figure.  

 
 

 
 

Note: Data will be available till sellers prompt date of a corresponding auction date. 

 

Withdrawing Unsold Lots 

If the auctioneer wants to withdraw the unsold lots and remove them completely from the auction 
process, the auctioneer would withdraw those lots. 

1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Post Auction and then select Unsold Lots.  
2. Auctioneer module displays the Unsold Lots screen, as shown in the following figure. 

 



 

 

 

Select the appropriate details. 
Click on the Refresh button. 
3. Auctioneer module displays the Unsold Lots screen shown in the following figure. 

 

 
 

Select the appropriate lot that you want to withdraw. 
4. Auctioneer module highlights the selected lot, as shown in the following figure. 



 

 
 

5. Click on the Withdraw button. 
6. Auctioneer displays the message, Are you sure you want to withdraw the lots(s)? as 

shown in the following figure. 
 

 
 

Click Yes to withdraw. 
On successful withdrawal of the lot(s), Auctioneer displays the message Lot Withdrawn, as 
shown in the following figure. 



 

 
 

Supplementing Unsold Lots 

If the Auctioneer wants to bring in an unsold lot back into the auction process for the very next sale 
program, he would mark the lots as supplement. 

1. Log on to the e-Auction Auctioneer application. 
On the menu bar, click Post Auction and then select Unsold Lots.  
2. Auctioneer module displays the Unsold Lots screen, as shown in the following figure. 

 

 

 

Select the appropriate details. 
Click on the Refresh button. 
3. Auctioneer displays the unsold lots screen as shown in the following figure. 



 

 
 

Select the appropriate lot that you want to supplement. 
4. Auctioneer highlights the selected lot and displays the message, Are you sure you want to 

supplement the lot(s)? as shown in the following figure. 
 

 
 

Click Yes. 
On successful supplement of the lot(s), Auctioneer displays the message Lot Moved as 
Supplement, with other lot details, as shown in the following figure.  



 

 
 

Note: Lot will be supplemented only if current and required sale programs are defined for same tea 
type. If publishing date of required sale program is over but sessions are yet to be defined, lot/s will 
not be supplemented. 



Select the appropriate details. 
Click on the Refresh button. 
4. Auctioneer module displays the Unsold Lots screen as shown in the following figure. 

 

 
 

Select the appropriate lot that you want to reprint. 
Click on the Reprint button. 
5. Auctioneer module displays the reprint window, as shown in the following figure. 

 

 
 
Click on the Submit button. 
6. Auctioneer displays the Reprint Valuation window, with a message, Are you sure you want 

to Reprint the lot (s)? as shown in the following figure. 



 

 
 

Click Yes to reprint. 
On successful reprint of the selected lot(s), Auctioneer displays the message Lot Moved as 
Reprint, with other lot details, as shown in the following figure.  

 

 
 

Note: Lot will be reprinted only if current and required sale programs are defined for same tea type. 
 

Viewing Bid History 
About Bid History 
The “Bid History” report would enable a user to get top 10 Bids for each lot irrespective of whether 
it’s Sold or Unsold. 

Viewing Bid History 
1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Post Auction and then select Bid History. 
3. Auctioneer module displays the Bid History screen as shown in the following figure. 

 



 

  

Field Description 

Session Time  Select the appropriate session time from the drop-down 
list. 

Lot No.  Select the appropriate Lot No. from the drop down list. 

Auctioneer  Select the appropriate auctioneer from the drop-down list. 

 
4. Enter the proper details. 
5. Click Refresh button to view the delivery order details. 
6. Auctioneer module displays the refreshed grid list with Bid History details as shown in the 

following screen. 
 



 
 
7. The screen will contain two tabs, namely List and Maintenance. 
8. The List tab would populate all the Lots for the session, whereas the Maintenance tab would 

contain the Bid History for the selected Lot. 
9. Double click a Lot in the List Tab; its Bid history would be opened in Maintenance tab. 
10. The Report would populate data only on the Auction Date. 
11. The Report will be enabled only after all the sessions for the active sale date have been 

completed for the corresponding Auction Centre. 
12. Bid Price entered in Decimals will also be displayed in Bid History. 
 

Account Sale 
About Account Sale 

Account Sale is a report or a statement that shows the price at which the teas are sold, expenses 
incurred by the broker on behalf of the seller, broker’s commission and the net balance payable to  
the seller. 

The seller gets necessary information regarding the gross sales proceeds, expenses paid by the 
broker and the commissions of the broker from this statement i.e. account sales. Seller then records 
this information in his books of accounts. 

Note: For North auction centres (i.e. Kolkata, Guwahati, Siliguri and Jalpaiguri) it is called as 
Account Sale; whereas for South auction centres (i.e. Cochin, Coonoor and Coimbatore) it is called 
as Sale cum Debit Note. 

Viewing Account Sale 
1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Post Auction and then select Account Sale. 
3. Auctioneer module displays the Account Sale screen as shown in the following figure. 



 

 

Field Description 

Mark  Select the appropriate Mark from the drop-down list. 

Seller  Select the appropriate Seller from the drop down list. 

Season  Select the appropriate Season from the drop-down list. 

Sale No  Select the appropriate Sale No from the drop-down list. 

 

4. Enter the proper details. 
5. Click Refresh button to view the delivery order details. 
6. Auctioneer module displays the refreshed grid list with Account Sale details as shown in the 

following screen. 
7. Below is the format of Account Sale for North Auction Centers (i.e. Kolkata, Guwahati, Siliguri 

and Jalpaiguri)  



 
 

 
8. Below is the format of Sale cum Debit Note for South Auction Centers (i.e. Cochin, Coonoor and 

Coimbatore) 
 



 
 

9. Account sale will be generated sale date wise post the generation of the contract notes for that 
sale date. 

10. That means the Account Sales can be generated any time during the sale program even if the 
contract notes for all deals have not been generated and only for a particular sale date have 
been generated. 

11. It has two grids, namely List View and Maintenance View. 
12. The Maintenance View will display the following details as shown below. 



 
13. The Auctioneer can add the Seller Charges here or can upload from the List View. 
 

Note: Account Sale or Sale cum Debit Note can be generated only if the Contract Notes of all the 
buyers are generated. 

 

Generating Account Sale 
1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Post Auction and then select Contract Note. 
3. Auctioneer module displays the Contract Note screen as shown in the following figure. 

 



 
 
Note: For North Auction Centers, the button name will be Generate Account Sale and for South 
Auction Centers; the button name will be Generate Sale Cum Debit Note. 

 

4. Click on Generate Account Sale / Sale cum Debit Note button. 
5. A pop up will be displayed as shown in the following figure for North and South Auction Centers 

respectively. 
 

 
 

 
6. Click on Yes button. 
7. A success message pop up will be displayed as shown in the following figure. 

 
8. Click on OK. 
 



Adding Seller Charges 
1. Open Account Sale window. 
2. Select appropriate data from the dropdowns and click on Refresh. 
3. The refreshed grid will be displayed as shown in the following figure. 

 

 
 
4. Double click on any row for which the charges are to be added. 
5. It will be navigated to the Maintenance View as shown. 
  



 
 
6. Initially the charges field at the bottom (between Total and Net Amount) will be zero. 
7. Also the Export, Print and Get PDF button will be enabled only if the charges are 

submitted. 
8. Now click on Charges button. 
9. It will display the window as shown in the following figure. 

 

 
 



10. Enter the Seller Charges amount. 
11. Auctioneer can also add the Warehouse Charges by clicking on the ellipse (…) button. 
12. It will display the following screen as shown. 

 

 
 
13. Warehouse Charges window will populate the data which were added / uploaded in the Pre 

Auction stage in the warehouse bills by the auctioneer. 
14. Warehouse charges will be auto-selected. 
15. The user can unselect the bills not intended for the particular account sale. 
16. After the charges are entered, either click on Save button or Submit button. 

 
Note: If Save button is clicked then auctioneer can add/modify/delete the charges later on also 
before submitting. But if Submit button is clicked; then auctioneer won’t be able to 
add/modify/delete the charges later on. 
 
17. After Save button is clicked, it will display the following message as shown. 

 

 
 
18.  After saving, click on Submit button (auctioneer can also click on Submit button without 

saving if he or she does not wish to add/modify/delete the charges later on). 
19. After Submit button is clicked, it will display the following warning message as shown. 
 



 
 
20. Click on Yes button. 
21. The system will display the following screen as shown. 
 

 
 
22. After the charges are submitted, the Refreshed grid in the Maintenance View will be displayed as 

shown below for North and South auction centers respectively. 
 

 
 



 
 
23. The Charges filed will now reflect the charges as entered or uploaded by the auctioneer. 

 
 

Download Charges template 
1. Download charges template will be provided where the broker will be able to download the 

account sale nos. in a excel sheet. In addition, the seller charges will also be present as headers. 
2. Charges template will be as follows in the following figure: 

Steps to be followed are: 
1. Click on Charges template from the sale cum debit note /account sales 

 
 



2. Selection of charges template will display a window to save the seller charges template in 
excel format. 
 

 
 
3. The broker will enter the respective seller charges into the excel sheet and upload back into the 

system account sale wise through the upload charges button.  
4. The broker will be able to view these charges (already populated) on the seller charges screen 

and will be able to modify.  
5. In case the broker wishes to submit these charges into the system he can do so by selecting all 

the account sales and clicking on the submit button on the list view screen of the account sale. 
6. This Download charges template will be accessible from the list view screen of the account sale. 

 
 
 

Uploading Seller Charges 
1. Alternatively, auctioneer can also upload the Seller Charges in a pre defined excel file format. 
2. Open Account Sale window. 
3. Click on Upload Charges button. 
4. The system will display the following screen as shown below. 

 



 
 
5. Click on Open button. 
6. Select the appropriate file. 
7. The screen will be loaded with the data as shown. 

 

 
 
8. Click on Validate button. 
9. Validation successful message will be displayed as shown. 

 

 
 
10. Click on OK button. 
11. Then either click on Save or Submit button. 

 
 



Exporting Account Sale Details 
1. Log on to the e-Auction Auctioneer application. 
2. On the menu bar, click Post Auction and then select Account Sale.  
3. Select the appropriate details. 
4. Click on the Refresh button. 
5. Click the Export button to export the details. 
6.  Auctioneer module displays the Save As screen as shown in the following figure. 

 
 

7. Select the location of your choice from the Desktop scroll down bar. 
8. Type the File name. 
9. Click on the Save button. 
10. Auctioneer module displays the message as shown in the following figure. 
 

 
 

11. Click the OK button to export the details. 
 

Printing Account Sale Details 
1. Log on to the e-Auction Auctioneer application. 



2. On the menu bar, click Post Auction and then select Account Sale.  
3. Select the appropriate details. 
4. Click on the Refresh button. 
5. Click on Select checkbox (es) to select various Account Sale or Sale cum Debit Note to be printed 

from List View. 
6. Click on Print Selected button. 
7. The system will display a pop up message as shown below. 
 

 
 

8. Click on OK. 
9. Select the appropriate option to print the report. 
10. Alternatively, it can also be printed from Maintenance View. 
11. Select the row to be printed and go to Maintenance View. 
12. Click on Get PDF button. 
13. The system will display the following pop up message for Account Sale and Sale cum Debit Note 

as shown below respectively. 
 

 
 
 

 

 
 
 

14. Click on OK button. 
15. The PDF will be saved in their respective paths as shown below. 



16. For North auction centers, PDFs will be saved in the above mentioned location in screenshot for 
Account Sale. 

17. The folder is displayed as shown below. 
 

 
 
 
18. For South auction centers, PDFs will be saved in the above mentioned location in screenshot for 

Sale cum Debit Note. 
19. The folder is displayed as shown below. 
 



 
 
Note: Print functionalities will be activated only for those account sales whose charges are 
submitted. To print the report, user needs to close the Account Sale or Sale cum Debit Note 
window after submitting the charges; and reopen the window from Post Auction menu. 
 
20. For applying digital signature, the auctioneer will connect his dongle and then click on get pdf in 

the maintenance screen of that account sale. 
21. The Digitally signed account sale/sale cum debit note will be available in the same folder 

mentioned above. 
22. The auctioneer can upload the digitally signed account sale and make it available for the buyer to 

download. 
23. Below is the Print Preview for Cochin Centre 

 



 

 



 
 
 

24. Below is the Print Preview for South Centre (Coimbatore & Coonoor) 

 
 
 



 
 
25.  Below is the Print format for North Centre(Kolkata1,Guwahati Dust, Leaf & Siliguri) 

 
 

 
 

 
 



 

 

 
 
 
 

  



Reports 
In this chapter, you will learn about the following reports: 

 Post Auction Catalog Report 

 Auctioneer Tasting and Valuation Report 

 Auction Catalog Summary 

 Fresh Arrival (Month Wise) 

 Fresh Arrival (Production Wise) 

 Tea Available 

 Lots Removed From Kutcha Catalog 

 Buyer Purchase Abstract 

 Manufacturer Sale Abstract 

 Knockdown Lots 

 Unsold Lots 

 Auction Price List 

 Monthly Sale 

 Historical Prices 

 Lots Pending Delivery 

 Lot Types 

 Sales Average Report 

 Pay-In Pay-Out Details 

  



Post Auction Catalog Report  
Post Auction Catalog report displays the post auction details of all lots offered on a particular sale 
date by all auctioneers. For example, Buyer name, Deal Price, Deal Quantity, and Lot Status etc.  

Viewing Post Auction Catalog Report 

This section provides a detailed procedure on how to view post auction catalog report. 

1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Reports and then select Post Auction Catalog Report. 
3. Auctioneer module displays the Post Auction Catalog Report screen as shown in the 

following figure. 
  

 
 

Field Default Value Description 

Season  Current Year  Select the appropriate season 
from the drop-down list. 

Sale No  First defined sale no of the season  Select the appropriate sale 
number from the drop-down list. 

 All defined sale nos. of the season 
as defined by TAO. 

Auction Date  First auction date of default sale 
no 

 Select the appropriate auction 
date from the drop-down list. 

 All sale dates of selected sale no 
as defined by TAO 

Auctioneer  ALL  Select the appropriate auctioneer 
from the drop-down list. 

 All the auctioneer names along 
with option All. 



Field Default Value Description 

Tea Type  ALL  Select the appropriate tea type 
from the drop-down list. 

 Options viz. Leaf, Dust along with 
options All. 

Category  ALL  Select the appropriate category 
from the drop-down list. 

 Options viz. CTC, Orthodox, 
Darjeeling, Oolong, and Green 
along with option All. 

Session Time  First auction session of default 
auction date 

 Select the appropriate session 
time from the drop-down list. 

 All sessions of selected sale date 
as defined by TAO 

Status  ALL  Select the appropriate lot status 
from the drop-down list. 

 Options viz. sold, unsold along 
with option All. 

 
Select the appropriate details. 
Click on the Refresh button. 
Auctioneer module displays the post auction catalog report based on your search criteria. 
A sample entry is shown in the following figure.  

  

 
 

Note: Details of a session will be displayed on completion of that session. 

 

 



Auctioneer Tasting and Valuation Report  
Auctioneer’s Tasting and Valuation Report displays the lots published for a particular sale program 
with the valuations and comments made by the auctioneer for each lot. For example, Auctioneer’s 
valuation, Mark and packaging comments, etc.  

Viewing Auctioneer Tasting and Valuation Report 

This section provides a detailed procedure on how to view auctioneer tasting and valuation report. 

1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Reports and then select Auctioneer’s Tasting and Valuation Report. 
3. Auctioneer module displays the Auctioneer’s Tasting and Valuation Report screen as 

shown in the following figure. 
 

 
 

Field Description 

Season  Select the appropriate season from the drop-down list. 

Sale No  Select the appropriate sale number from the drop-down 
list. 

Auction Date  Select the appropriate auction date from the drop-down 
list. 

Tea Type  Select the appropriate tea type from the drop-down list. 

Category  Select the appropriate category from the drop-down list. 

Auctioneer  Select the appropriate auctioneer from the drop-down list. 

 
Select/enter the appropriate details. 
Click on the Refresh button. 
Auctioneer module displays the auctioneer tasting and valuation report based on your search 
criteria. 
A sample entry is shown in the following figure.  



 
 

Auction Catalog Summary  
In the Auction Catalog Summary report, you can view the report by selecting the appropriate 
season, sale number, and auction date. 

Viewing Auction Catalog Summary 
1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Reports and then select Auction Catalog Summary Report. 
3. Auctioneer module displays the Auction Catalog Summary Report screen as shown in the 

following figure. 

 
 



Field Description 

Season  Select the appropriate season from the drop-down list. 

Sale No  Select the appropriate sale number from the drop-down 
list. 

Auction Date  Select the appropriate auction date from the drop-down 
list. 

 
Select/enter the appropriate details. 
Click on the Refresh button. 
Auctioneer module displays the auction catalog summary report based on your search criteria. 
A sample entry is shown in the following figure. 
 

 
 

Fresh Arrival (Month Wise)  
Fresh arrivals report is based on the tea production entered by the manufacturers, month-wise. In 
the fresh arrivals report, you can view the report by selecting the appropriate season. 

Viewing Fresh Arrival (Month Wise) 
1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Reports and then select Fresh Arrival (Month Wise). 
3. Auctioneer module displays the Fresh Arrival (Month Wise) Report screen as shown in the 

following figure. 



 
 
 

Field Description 

Season  Select the appropriate season from the drop-down list. 

 
Select the appropriate details. 
Click on the Refresh button. 
Auctioneer displays the fresh arrival (month wise) report, based on your search criteria. 
A sample entry is shown in the following figure. 

 
 



Fresh Arrival (Production Wise) 
Fresh Arrival displays the data with respect to tea production by all the manufacturers for a 
particular month or for the whole season.  

Viewing Fresh Arrival (Production Wise) Report 
1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Reports and then select Fresh Arrival (Production Wise). 
3. Auctioneer module displays the Fresh Arrival (Production Wise) Report screen as shown in 

the following figure. 

 

 

 

Field Description 

Season  Select the appropriate season from the drop-down list. 

Month  Select the appropriate month from the drop-down list. 

 

Select/enter the appropriate details. 
Click on the Refresh button. 
Auctioneer module displays the fresh arrival (production wise) report based on your search 
criteria. 
A sample entry is shown in the following figure.  

 



 

 

Tea Available  
The auction sessions for all auction dates in a sale program and the time duration of each session 
will be defined based on the quantity of tea available for sale. In the Tea Available summary report, 
you can view the report by selecting the appropriate season, sale number, and auction date. 

Viewing Tea Available 
1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Reports and then select Tea Available. 
3. Auctioneer module displays the Tea Available Report screen as shown in the following figure. 



 

 

Field Description 

Season  Select the appropriate season from the drop-down list. 

Sale No  Select the appropriate sale number from the drop-down 
list. 

Auction Date  Select the appropriate auction date from the drop-down 
list. 

Tea Type  Select the appropriate tea type from the drop-down list. 

Mark  Select the appropriate mark from the drop-down list. 

Auctioneer  Select the appropriate auctioneer from the drop-down list. 

 

Select/enter the appropriate details. 
Click on the Refresh button. 
Auctioneer module displays the tea available report based on your search criteria. 
A sample entry is shown in the following figure. 

 



 

 

Lots Removed From Kutcha Catalog  
The Kutcha Catalog would be created automatically for each Sale Program. The catalog would be 
updated for all those AWRs made available until the catalog closing date for that Sale Program. The 
Kutcha Catalog would have the list of all the invoices and its corresponding lots from the AWR 
mapped to a Sale Program. 

In the lots removed from Kutcha Catalog, you can view the report by selecting the appropriate 
season, sale number, and auction date. 

Viewing Lots Removed From Kutcha Catalog 
1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Reports and then select Lots Removed from Kutcha Catalog. 
3. Auctioneer module displays the Lots Removed from Kutcha Catalog Report screen as 

shown in the following figure. 
 

 



 

 

Field Description 

Season  Select the appropriate season from the drop-down list. 

Sale No  Select the appropriate sale number from the drop-down 
list. 

Auction Date  Select the appropriate auction date from the drop-down 
list. 

 

Select/enter the appropriate details. 
Click on the Refresh button. 
Auctioneer module displays the lots removed from Kutcha catalog report based on your search 
criteria. 
A sample entry is shown in the following figure. 



 
 

Buyer Purchase Abstract  
You can view the Buyer Purchase Abstract by selecting the appropriate season, sale number, and 
auction date. 

Viewing Buyer Purchase Abstract 
1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Reports and then select Buyers Purchase Abstract. 
3. Auctioneer module displays the Buyers Purchase Abstract Report screen as shown in the 

following figure. 
 

 



 

 

Field Description 

Season  Select the appropriate season from the drop-down list. 

Sale No  Select the appropriate sale number from the drop-down 
list. 

Auction Date  Select the appropriate auction date from the drop-down 
list. 

Tea Type  Select the appropriate tea type from the drop-down list. 

Category  Select the appropriate category from the drop-down list. 

Buyer  Select the appropriate buyer from the drop-down list. 

 
1. Select/enter the appropriate details. 
2. Click on the Refresh button. 
3. Auctioneer module displays the buyer purchase abstract report based on your search criteria. 
4. A sample entry is shown in the following figure. 

 



 

 

Manufacturer Sale Abstract  
The Manufacturer Sale Abstract can be viewed by selecting the appropriate season, sale number, 
and the auction date.  

Viewing Manufacturer Sale Abstract 
1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Reports and then select Manufacture Sale Abstract. 
3. Auctioneer module displays the Manufacturer Sale Abstract report, as shown in the 

following figure. 
 



 

 

Field Description 

Season  Select the appropriate season from the drop-down list. 

Sale No  Select the appropriate sale number from the drop-down 
list. 

Auction Date  Select the appropriate auction date from the drop-down 
list. 

Tea Type  Select the appropriate tea type from the drop-down list. 

Category  Select the appropriate category from the drop-down list. 

Manufacturer  Select the appropriate manufacturer from the drop-down 
list. 

 

Select/enter the appropriate details. 
Click on the Refresh button. 
Auctioneer module displays the manufacturer sale abstract report based on your search criteria. 
A sample entry is shown in the following figure. 

 



 

 

Knockdown Lots  
The knockdown will start on completion of the Bidding Time for the active lots (as configured by the 
Admin). All the bids received for the lots will be arranged and knocked down. The system can 
automatically knockdown the lots which have met or exceeded the Reserve Price. In the Knockdown 
Lots, you can view the report by selecting the appropriate season, sale number, auction date, and 
auctioneer. 

Viewing Knockdown Lots 
1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Reports and then select Knockdown Lots. 
3. Auctioneer module displays the Knockdown Lots report, as shown in the following figure. 

 



 

 

 

Select/enter the appropriate details. 
Click on the Refresh button. 
Auctioneer module displays the knockdown lots report based on your search criteria. 
A sample entry is shown in the following figure. 

 

 

 



Unsold Lots  
Lots, which did not receive even a single bid or received bids below the reserve price, are termed as 
unsold lots. Unsold Lots report can be viewed by selecting the appropriate season, sale number, 
auction date, auctioneer, and tea type. 

Viewing Unsold Lots 
1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Reports and then select Unsold Lots. 
3. Auctioneer module displays the Unsold Lots report, as shown in the following figure. 

 

 

 

Field Description 

Season  Select the appropriate season from the drop-down list. 

Sale No  Select the appropriate sale number from the drop-down 
list. 

Auction Date  Select the appropriate auction date from the drop-down 
list. 

Tea Type  Select the appropriate tea type from the drop-down list. 

Mark  Select the appropriate mark from the drop-down list. 

 

Select/enter the appropriate details. 
Click on the Refresh button. 
Auctioneer module displays the unsold lots report based on your search criteria. 
A sample entry is shown in the following figure. 

 



 

 

 

Auction Price List  
Auction Price List displays to the manufacturer at what price the lots are available for a particular 
sale date and what lots have been knocked down. Auction Price List displays the average auction 
price for each lot separately which has been sold. 

In the Auction Price List, you can view the report by selecting the appropriate season, sale number, 
auction date, and session time. 

Viewing Auction Price List 
1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Reports and then select Auction Price List. 
3. Auctioneer module displays the Auction Price List report, as shown in the following figure. 



 

 

 

Field Description 

Season  Displays the Season here. 

Sale No  Select the appropriate sale number from the drop-down 
list. 

Auction Date  Select the appropriate auction date from the drop-down 
list. 

Auctioneer  Select the appropriate auctioneer from the drop-down list. 

Session Time  Select the appropriate session time from the drop-down 
list. 

 

Select/enter the appropriate details. 
Click on the Refresh button. 
Auctioneer module displays the auction price list report based on your search criteria. 
A sample entry is shown in the following figure. 

 



 

 

 

Monthly Sale  
Monthly Sales displays the details of lots sold category-wise on monthly basis or for the entire 
season. 

In the Monthly Sales, you can view the report by selecting the appropriate season and month. 

Viewing Monthly Sales 

This section provides a detailed procedure on how to view monthly sales report. 

1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Reports and then select Monthly Sales. 
3. Auctioneer module displays the Monthly Sales report, as shown in the following figure. 

 



 

 

Field Description 

Season  Select the appropriate season from the drop-down list. 

Month  Select the appropriate month from the drop-down list. 

 

Select/enter the appropriate details. 
Click on the Refresh button. 
Auctioneer displays the monthly sale report based on your search criteria. 
A sample entry is shown in the following figure. 



 
 

Historical Prices  
Historical Prices displays the details of the prices at which the available lots have been sold in the 
past sale programs. In the Historical Prices report, you can view the report by selecting the 
appropriate season, sale number, auction date, and session time. 

Viewing Historical Prices 
1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Reports and then select Historical Prices. 
3. Auctioneer module displays the Historical Prices report, as shown in the following figure. 
 



 
 

Field Description 

Season  Select the appropriate season from the drop-down list. 

Sale No  Select the appropriate sale number from the drop-down 
list. 

Auction Date  Select the appropriate auction date from the drop-down 
list. 

Tea Type  Select the appropriate tea type from the drop-down list. 

Grade  Select the appropriate grade from the drop-down list. 

Mark  Select the appropriate mark from the drop-down list. 

 

Select/enter the appropriate details. 
Click on the Refresh button. 
Auctioneer module displays the historical prices report based on your search criteria. 
A sample entry is shown in the following figure. 
 



 
 

Lots Pending Delivery 
Lots Pending Delivery Report displays those lots that are pending to be delivered.  

Viewing Lots Pending Delivery 
1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Reports and then select Lots Pending Delivery. 
3. Auctioneer module displays the Lots Pending Delivery report, as shown in the following 

figure. 
 



 
 

Field Description 

Season  Select the appropriate season from the drop-down list. 

Sale No  Select the appropriate sale number from the drop-down 
list. 

Auction Date  Select the appropriate auction date from the drop-down 
list. 

Warehouse  Select the appropriate warehouse from the drop-down list. 

 

Select/enter the appropriate details. 
Click on the Refresh button. 
Auctioneer displays the lots pending delivery report based on your search criteria. 
A sample entry is shown in the following figure. 
 



 
 

Lot Types 
Lot Types display the status of each lot published in the forthcoming auction catalog. In the Lot 
Types report, you can view the report by selecting the appropriate season, sale number, and auction 
date. 

Viewing Lot Types 
1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Reports and then select Lots Types. 
3. Auctioneer module displays the Lots Types report, as shown in the following figure. 
 



 
 

Field Description 

Season  Select the appropriate season from the drop-down list. 

Sale No  Select the appropriate sale number from the drop-down 
list. 

Auction Date  Select the appropriate auction date from the drop-down 
list. 

Auctioneer  Select the appropriate auctioneer from the drop-down list. 

 

Select/enter the appropriate details. 
Click on the Refresh button. 
Auctioneer module displays the lot types report based on your search criteria. 
A sample entry is shown in the following figure. 
 



 
 

Sale Average Report  
Sales Average Report displays the average sales for a particular season. In the Sales Average 
Report, you can view the report by selecting the appropriate season and month. 

Viewing Sale Average Report 
1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Reports and then select Sale Average Report. 
3. Auctioneer module displays the Sale Average Report, as shown in the following figure. 
 



 

 
 

Field Description 

Season  Select the appropriate season from the drop-down list. 

Month  Select the appropriate month from the drop-down list. 

 

Select/enter the appropriate details. 
Click on the Refresh button. 
Auctioneer displays the sale average report based on your search criteria. 
A sample entry is shown in the following figure. 



 
 

PayIn PayOut Details  
PayIn PayOut Report displays the amount paid by the Buyer and the amounts received by the Seller, 
Auctioneer and Warehouse(s) for a particular Deal ID. In the PayIn PayOut Report, you can view the 
report by selecting the appropriate season and sale no and other selection criteria like auction date, 
buyer and seller. 

Viewing PayIn PayOut Details 
1. Log on to e-Auction Auctioneer application. 
2. On the menu bar, click Reports and then select PayIn PayOut Details. 
3. Auctioneer module displays the PayIn PayOut Details, as shown in the following figure. 



 

 
 

Field Description 

Season  Select the appropriate season from the drop-down list. 

Sale No  Select the appropriate sale no from the drop-down list. 

Auction Date  Select the appropriate auction date from the drop-down 
list. 

Buyer  Select the appropriate buyer from the drop-down list. 

Seller  Select the appropriate seller from the drop-down list. 

 

1. Select/enter the appropriate details. 
2. Click on the Refresh button. 
3. Auctioneer displays the payin payout report based on your search criteria. 
4. A sample entry is shown in the following figure. 

Column headers Description 

DealIdNumber   DealIdNumber will be unique for every bid. 

AccountSaleNumber  According to the dealIdNumber Account sale number will be available. 

ContractNoteNumber  According to the dealIdNumber Contract no will be available. 

Buyername  According to the dealIdNumber BuyerName will be available 

Buyer EntityCode  Unique entity code  generated by e-auction system for every buyer 

AmountPaidByBuyer  Amount paid to buyer will be available. 

SellerName  According to the dealIdNumber SellerName will be available 

SellerEntityCode  Unique entity code  generated by e-auction system for every seller 

AmountPaidToSeller  Amount paid to seller will be available. 

AuctioneerEntityCode  Unique entity code  generated by e-auction system for every auctioneer 

AmountPaidToAuctioneer  Amount paid to auctioneer will be available 

WarehouseName  According to the accountsalenumber Warehouse name will be available 



WarehouseEntityCode  Unique entity code  generated by e-auction system for every warehouse 

AmountPaidToWarehouse  Amount paid to warehouse will be available. 

TeaBoardBuyerCharges  TeaBoard administrative charges for buyer 

TeaBoardSellerCharges  TeaBoard administrative charges for seller  

TeaBoardAuctioneerCharges  TeaBoard administrative charges for auctioneer  

TDSOnBuyingBrokerage  TDS amount deductable from the buyer payable 

 
 

 

 
 



 
Note: The sum of amount receivable by Seller, Auctioneer, Warehouse and TeaBoard charges 
should be equal to the sum payable by Buyer. 
 
The data will appear only after the submission of pay-out details by the settlement bank. 
A note is been provided at the bottom of the screen marked with asterisk(*) in red fonts. 
 


