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To create a ‘Rough Cost Estimate’ on the HEW Portal, the user is required to 

follow the steps below: 

Step 1 - Define Estimate Name  

 

1. Click on the "Login" button to access the portal. 

 

 
 

2. After clicking the "Login" button, you will see two options: "Contractor" and 

"Employee".  
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3. Click on the "Employee" option to proceed. 
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4. Enter your “Mobile/Unique code, Password, and Captcha Code” in the 

provided fields and click on the "Log In" button to proceed.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note 1: You can only access the portal using your existing Intra Haryana login credentials. There 

is no provision to change passwords within the portal; any password changes must be made 

through the Intra Haryana only.  

 

Note 2: While you access the portal using your login credentials, occasional downtimes or 

connectivity issues may occur. In such cases, the system generates a One-Time Password (OTP), 

and you can log in to the portal by verifying this OTP. 

 

Note 3: Certain departments don't use Intra Haryana (HRMS), so their officials lack login 

credentials. In such cases, the Department Nodal Officer will add them as contractual employees 

via the "Add Contractual Employees" option under the “Activity” menu, enabling their login 

access. 
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5. Upon successful login, you will be directed to the HEWP (Haryana 

Engineering Works Portal) dashboard, where you’ll see “Department, Office 

Type, Office, and DDO”.  

 

 
 

 

 

6. Navigate to the top right corner of the screen and click on the drop-down 

menu button in the "Select Profile" section. 
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Note 1: Sometimes, an Executive Engineer (XEN) may be assigned additional charge 

across multiple divisions. Therefore, it is important to select the appropriate profile to 

ensure access to the relevant functions and information corresponding to the respective 

division being managed. 

 

Note 2: The sidebar menu shows its buttons (Features) based on the user's profile, 

reflecting the specific permissions granted within the portal.  

 

 

7. In this user manual, the profile selected is “Executive Engineer (XEN)”. 

Therefore, the sidebar menu will be displayed accordingly. 

 

 
 

 

8. Click on the “e-Estimate” button from the left sidebar of the screen. 
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9. Next, click on the “Cost Estimate” button.   

 

Note: JE, SDO, and EE can start Rough Cost Estimates.  

 

 

 

10. Upon clicking “Rough Cost Estimate”, you will be redirected to the 

Dashboard, as shown in the below snippet.  

 

 
 

 

● Pending at Current User: Clicking this radio button allows the user to view 

all estimates forwarded or reverted by the officer. 

● Division’s All Estimate: Selecting this button enables the user to review all 

estimates within the specific division.  

● Checked by Current User: This option displays all estimates currently 

checked by the user. 

● Final Estimate: Users can access all final Estimates of the particular 

division through this option 

● Final Estimate by Current User: This option showcases final estimates 

specifically approved by the current user. 

● Estimate Tracking: Users can select this feature to monitor the progress of 

their estimations. 
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11.  “Estimate Name” to search for a particular estimate.  

 

 
 

 

 

12. Click on the “Create New Estimate” to create a rough cost estimate. 

 

 
 

 

13. After redirecting to the dashboard, you’ll see nine steps guiding you 

through the process of creating a rough cost estimate, as illustrated in the 

snippet below. 
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Note: By default, you will be directed to the first step, which is to “Define 

Estimate Name”. 

 

 

 

 
 

 

14. Click on the “drop-down” menu button adjacent to the Division 

Name and select the Division Name for a particular estimate. 

 

 
 

 

15. Choose the “Estimate Relates” field, indicating the relevant category. 
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Note: You can select two options as well; work disbursement will occur 

accordingly upon approval. 

 

 

 

 
 

16. In this user manual, only one option is selected i.e. Civil, so all the 

steps further will be based on this.  

 

 
 

17. Select the “Civil Division” by clicking on the adjacent drop-down 

menu button. 

 

 
 

 

18. From the provided options, choose the appropriate Estimate Type. 



 

 

12 

 

 

Note: Options may vary depending on the department. To add new types, a 

ticket request to HEWP is required. 

 

 

 

 
 

 

19. Tick the checkbox if the estimate is related to Road Work, or choose 

an alternative option as required. 

 

 
 

 

20. Type the desired name for the estimate in the provided field. 

 

 
 

 

21. Select either Rural or Urban based on the project requirements. For 

this rough cost estimate, “Rural” is selected. 
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22. Click on the drop-down menu button adjacent to the “District Name” 

and select the District for a work. 

 

 
 

 

23. Click on the “drop-down” menu button adjacent to "Block Name" and 

select the block from the available options. For example, Panchkula is 

chosen which shows the corresponding list of block names. 
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24. Upon selecting the “Block Name”, a list of Village Names and their 

respective constituencies will be displayed. 

 

 
 

25. Tick the checkboxes adjacent to the desired village name and 

constituency and click on the "Add To List" button to include them in the 

estimate process. 

 



 

 

15 

 

 

 
 

26. The added village names and constituencies will appear in a list 

format. You can delete any options by clicking on the “Delete” button 

associated with each entry. 

 

 

 

 

 

 

 

 

27. Type a Brief Scope of Work in Estimate in the provided field.  
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28. Click on the “drop-down” menu button adjacent to "Work Category" 

and select the category from the available options.  

CM announcement as the work category is chosen in this estimate.  

  

Note: In case the work category you want to add to the estimate is not in 

the list of given options, you can raise a ticket and send an email to HEWP.  

 

 

 
 

29. Type CM Announcement No. in the provided field.  

 

 
 

30. Choose either "Yes" or "No" from the drop-down menu button 

adjacent to "Is Major Head Available?" 
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Note: If you are unsure about the major head, you can select "No" to proceed or 

seek assistance from their Executive Engineer (XEN)/account branch. 

 

 

 
 

 

31. Click on the “drop-down” menu button adjacent to “Major Head 

Related to Dept." and select the category from the available options.  
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32. With the Public Health Engg. Dept. selected, click on the drop-down 

menu button to choose the Major Head for this particular department.  

 

Note: You have the flexibility to choose any department from the list and 

its corresponding major head based on your specific requirements. 

   

 

 

 

 

 

 

 

33. Click on the “drop-down” menu button and choose a Plan Type from 

the available options. 

- If the plan is centrally sponsored, select "Central Sponsored". 

- If the plan is at the state level, choose "State Plan". 

- For plans falling under the central sector, opt for "Central Sector". 

 

 
 

34. Here, the Plan Type is selected as “Central Sponsored”, click on the 

drop-down menu button to choose the Scheme Under the Major Head of 

the selected department, and then click on the Add to List button.  
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35. The list will display entries with S.No. (Serial Number), Plan Type, 

Major Head, and Scheme Head Name. If you wish to remove any entry, 

simply click on the Delete button. 

 

 
 

36. Enter the “No. of days in which tender can be floated” in the 

provided field.  

These days represent the timeframe within which the tender will be floated after 

“administrative approval”, indicating the promptness of action in initiating the 

tendering process. 
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Note: Ensure accurate entry of the number of days, as it cannot be modified once 

submitted. 

 

 

 
 

 

37. Enter the “No. of days in which tender can be allotted”. 

These days are the timeframe permitted for allocating the tender. 

 

 
 

 

38. Enter “No. of days in which work can be started”.  

These days are the period within which the awarded work must 

commence. 
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39. Next, enter “No. of days in which the allotted work (to be allotted) 

can be completed”.  

These days are the timeframe for completing the assigned work.  

 

 

 
 

 

40. Next, enter “No. of days in which the work can be closed (Financial 

closure)”.  

These days are the duration for concluding the work and achieving 

financial closure. 

 

 

Note: A maximum of 1500 days can be entered in this field.  

   

 

 
 

 

41. Choose "Estimate Prepared by" from the drop-down menu button, 

where the list of respective Executive Engineers (XEN) will be displayed. 

Upon selection, click on "Save & Continue" to proceed. 
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42. Once all fields are filled, a pop-up screen will appear as shown in the 

snippet below. Click on the "OK" button to proceed to step 2 i.e. “Add Main 

Components”. 
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Step 2- Add Main Component  

1. Click on the drop-down menu button to select "Estimate Relates to”. 

 

 
 

 

2. Click on the drop-down menu button to select "Estimate Type." 

 

 
 

3. Type ‘Main Component’ and click on the "Add Main Component To List" 

button. 
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4. Once all fields are filled, a pop-up screen will appear. Click on the "OK" 

button. 

 

 
 

5. Submitted details will appear in table form, allowing you to edit and delete 

any entry as needed. To edit an entry, simply click on the "Edit" button. 

 

 
 

 

6. Click on the “Delete” button to delete a particular entry and finally, click on 

the "Save & Continue" button to proceed. 

 

 

Note: Clicking the “Back” button will redirect you to the “Home page” of the 

HEWP. Therefore, ensure to use it when necessary. 
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Step 3 - Add Sub-Component  

 

1. Click on the drop-down menu button to select "Main Component”. 

 

 
 

2. Upon selecting the Main Component, related components will 

automatically populate in the "Main Components Related to" field based 

on previously submitted details.   

Type the Sub-Component in the provided field.  
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3. Click on the Add Sub-Component To List.  

 

Note: The Sub-Component field requires a minimum of 10 characters to be 

filled. 

 

 

 
 

 

4. Once you fill in all the fields, a pop-up screen will appear. Click on the "OK" 

button to proceed.  

 

 
 

5. Submitted details will appear in table form, allowing you to ‘edit or delete’ 

any entry as needed.  

- To edit an entry, simply click on the "Edit" button. 
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6. Click on the “Delete” button to delete a particular entry and finally, click on 

the "Save & Continue" button to proceed. 

 

 
 

 

7. Once all fields are filled, a pop-up screen will appear. Click on the "OK" 

button to proceed to Step 4 i.e. “Add Items in Estimate” 
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Step 4 - Add Items in Estimate 

 

1. Click on the drop-down menu button to select "Main Component”. 

 

 
 

 

2. Click on the drop-down menu button to select "Sub-Component”. 

 

 
 

Case I: Item Type - HSR (Haryana Schedule of Rates) 

 

3. Click on the HSR to choose the Item Type.  

 

Note: All subsequent steps will be based on the HSR. NS and Permission 

from other Departments will be explained afterward. 
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4. Enter HSR Item no. in the given field, and click on the “Search Item” button.  

 

 
 

Note: When searching for an “HSR Item”, the system will automatically fetch 

additional relevant details including HSR Chapter Name, Premium Date, Class 

Name, HSR Section Name, and HSR Sub Section Name as shown in the snippet 

below. 
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5. Click on the drop-down menu button to change “HSR Chapter Name”. 
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6. Click on the drop-down menu button to select “Class Name”. 

 

 
 

 

7. Click on the drop-down menu button to select “Rate Type”. 
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8. HSR numbers can also be searched differently. Simply select the HSR 

Chapter Name and click on "Search By HSR Item Number". 

 

 
 

9. Upon searching, a pop-up screen will display. From there, choose the item 

number by clicking the "Drop-down" menu button. 
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Note: When selecting the Item Number, the remaining options, such as Class 

Name, HSR Section Name, HSR Subsection Name, and Rate Type, will 

automatically change accordingly. 

 

 

 

 
 

- Another option available is "Copy Items from Master Template". 

Click this option if you have selected items and created a template 

to use throughout the estimate. 
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- If there is an existing template, start by selecting its name from the 

drop-down menu button. Once chosen, details including Sr. No., 

Template Name, Created By, Date of Entry, and a Preview button will 

be displayed in the table.  

 

- Click on Preview to view the template details. 

 

 
 

- If there is no template created, a "No Template Found" pop-up will 

appear. Click the "Cancel" button and create a template. 
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 Creation of Master Template  

 

- Click on the “Estimate Template Master” from the Side menu bar 

and then click on the “Add Template”.  
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“Step 1: Add Template Name” and “Step 2: Add/Edit Items” will be displayed on 

the screen. Complete both steps carefully to save the master template for future 

use. 

 

10. After copying items from the master template, proceed to select the HSR 

section name, HSR Subsection Name, and Rate type. There are three Rate 

Types available; choose the one that best fits your requirements from the 

drop-down menu button. 

 

 

 
 

11. Details related to Rate Type such as Rate (Rs.), Effective Rate, Premium %, 

Current Rate, and HSR Unit will be presented in a table format below. You 

can edit any applicable notes and the effective rate if needed. 
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Note 1: You can input data in both meters and feet. However, items will be saved 

in meters only, as HSR is being developed in meters. 

 

Note 2: You have the option to Copy Data from Excel.  

- Click the "Copy Data From Excel" button, then the “Click here" button in the 

pop-up to download the Excel file.  

- Fill in the details carefully, save the file, and then choose it for upload by 

clicking the upload button. 
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12. Add a description, choose the HSR Unit, and enter the Length, Breadth, and 

Total Quantity will be automatically fetched based on the entered inputs. 

 

 
 

 

13. Click on "Add HSR Item To List".  

 

 
 

 

Items will be displayed in a table format, where you can edit or delete any item as 

needed. 
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Case II: Item Type - NS 

 

14. Click on the NS to choose the Item Type.  

Note 1: All subsequent steps will be based on the NS. HSR (explained 

above).  

 

Note 2: Multiple NS items can be created with approval.  

 

 

 
 

 

15. Click the drop-down menu button to select "Item from Which Office?" and 

choose the NS Sub-Category.  
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- If your item is related to options, given as HVPNL, UHBVNL, DHBVNL, or 

O&M, search for the item by entering the description in "Search NS item 

under division".  

 

- Otherwise, select the “Other” option. 

 

 
 

 

16. Click on “Other” and then tick the option from the table.  
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17. Enter the Description, Number, and Length.  

 

Note: The Rate will be automatically fetched. You can decrease the rate, but 

you can't increase it. 

 

 

 
 

 

18. “Click Here For Add New NS Item”, if you want to create a new NS item.  
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 Creation of NS Item 

 

18. Upon clicking, the Creation of New Schedule (NS) Items form will open, 

where the first two entries as "No" and "Name of Work" will be there by 

default. 

 

Note: If you select "Yes" in the first entry, it will be included in the detailed 

estimate but not in the DNIT (Detail Notice Inviting Tender). 

 

 

 
 

 

19. Click on the drop-down menu button to enter details in the fields provided. 

Tick the checkbox, and choose the unit from the drop-down button. 
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Note: Tick the checkbox only if you don’t have an IS code. However, if you have 

an IS Code and Title, then type that in the fields provided and click "Add To List". 

It will be added to the NS you are creating. 

 

 

 
 

- If you want to know IS code, click on 'Please search IS Code from 

Website.' 
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- Upon clicking, you will be redirected to the official website of the BIS 

(Bureau of Indian Standards) where the 'Know Your Standards' page will 

open. 

 

- Choose one of the three radio buttons and enter the necessary details for 

the IS code you are searching for. 

  

  

- This way, you will get your IS code which you can save for future purposes. 

 

20. Next, enter the purpose item rate, upload the supporting documents, and 

click on the "Submit" button. Once all fields are filled, details of the new NS 

item will be shown in table form. 
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Case III: Item Type - Permission from Other Department  

 

22. Click on the “Permission from Other Department” radio button.  

 

 
 

 

23. Next, click on the drop-down menu button to choose the specific Permission 

Type. 

 

 

 
 

24. Enter the required amount for the item, Remarks (if any), and upload 

supporting documents.  

- Once done, click on the “Add To List”. The details will then be displayed in table 

form, allowing you to view/delete the added item. 



 

 

46 

 

 

 
 

- You can preview the report sub-components by clicking on the respective 

option. This will open a PDF file displaying the item details categorized by 

sub-components as shown below. 
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- Similarly, on clicking, “Preview Report Sub component wise”, the PDF file 

will be opened with item details. 

 

 
 

 

25. Click on the “OK” button to proceed to step 5 i.e. “Abstract of cost”. 
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Step 5 - Abstract of Cost 

1. After saving the data, the “Final Cost of the Abstract” will be displayed. If 

you want to include contingency charges, departmental charges, or any 

other additional charges, click on the respective input fields.  

 

2. After entering the necessary charges, click on the "Calculate Charges" 

button. The calculated charges will then be reflected in the Total Net 

Amount, providing you with an updated cost summary. 

 

 
 

 

3. Once you’re satisfied with the Total Net Amount, click on the “Save & 

Continue” button. 
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4.  Click on the "OK" button to proceed to step 6 i.e. “Upload Documents”. 
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Step 6 - Upload Documents 

 

1. Click on the drop-down menu button to select the Document Type.  

 

 
 

2. Click on the Estimate Report from the drop-down menu button, then 

Choose file. 

Type Document Name, and click on the Add To List. The data will be 

shown in the table form as illustrated below.  

 

 
 

3. Click on the Supporting Document from the options provided, then Choose 

file, type Document Name, and then click on the Add To List.  
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The details of the previously added document type (Estimate Report) will 

be displayed in the table below, allowing you to View and Delete the 

uploaded documents. 

 

 

 
 

4. Click on the “Supporting Drawing" from the options provided, then Choose 

file, type Document Name, and then click on the “Add To List”. Once the 

supporting drawing is added to the list, click on the “Save & Continue” 

button.  

In case you want to download uploaded documents, then click on 

“Download All Attached Documents”.  
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5.  Click on the "OK" button to proceed to step 7 i.e. “Preview Estimate”. 
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Step 7 - Preview Estimate 

1. Once you are at Step 7, you will be able to preview the entire estimate with 

the Estimate Name, Item Type, and other details related to the estimate.  

 

 
 

2. Click on the radio buttons adjacent to "Report with" and "Print Preview 

Export To" according to your preference.  

Once you've selected your desired options, click on the "Save & Continue" 

button to proceed. 
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3.  Click on the "OK" button to proceed to step 8 i.e. “Submit Estimate”. 
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Step 8 - Submit Estimate 

 Forward to 

 

1. Click on the drop-down menu button to choose the “Designation Name” to 

whom you want to forward the estimate.  

 

 
 

 

2. Click on the drop-down menu button to choose the “Employee/Office 

Name”.  
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3. Click on “Choose file, enter Remarks, and then click on the “Submit” 

button.  

 

 
 

 

4.  Click on the "OK" button to proceed to step 9 i.e. “Estimate Tracking 

Status”. 
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 Final Save 

 

1. Click on “Final Save” to save the estimate, enter “Remarks” and click on “Submit” 

button.  

 
 

Note 1 - After final save, all details and quantities will be locked and cannot be changed. 

Note 2 - If the final save option is not visible, please consult with the designated nodal officer of 

the department. 

 

 

 

Step 9 - Estimate Tracking Status 

 

1. After completing the previous 8 steps, you will be redirected to the 

dashboard.  

 

- In the dashboard, click on "Estimate Tracking" from the provided radio 

buttons. 
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2. Choose Division Name and Estimate Name from the drop-down menu 

button. 

 

 
 

 

3. On choosing the above fields, estimate details will be displayed in the table 

form.  

- Click "Get Report in PDF" for PDF report. 

- Click "Download All Attached Documents" to download all files. 
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4. Upon selecting "Get Report in PDF," the report will be available for 

download as shown in the snippet below. 
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5. When choosing "Download All Attached Documents," a Zip file will be 

downloaded for your records. 

- Extract the Zip file to verify uploaded documents. 

 

 
 

- Once submitted, your Rough Cost Estimate will undergo administrative 

review for approval. So, kindly wait for approval. 

 

***---------------------------- End of Document ------------------------------*** 

 


