BILL TRACKING SYSTEM FOR VENDORS

Bill Tracking System for vendors has been hosted on WEB and can be accessed through the
Vendor portal available in https://associates.indianoil.co.in/Vendor/ . Vendor can access the
site from anywhere and can submit the bills and check the status of the submitted bills online
through the BTS Portal.

REGISTRATION FOR NEW VENDOR:

For new registration vendor has to click on “Register Here” link under heading BUSINESS
PARTNERS as highlighted in the following screen.
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On clicking the link a confirmation box opens as follows.

If the vendor is not registered with SAP, make sure to contact local 10C office and get the
registration done before registering in the portal.

Confirm!

Have you registered with SAP ?
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https://associates.indianoil.co.in/Vendor/

Alert!

Please contact local office to get your registration
done in SAP.

OK

If the vendor has already regsitered with the SAP, then vendor registration can be continued by
clicking on YES.

Confirm!

Have you registered with SAP ?
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On click of ‘YES’ following screen will appear. Vendor has to put registered Vendor code also
called as SAP code, SAP registered e- mail ID and SAP registered PAN no. for registration.

] ‘ g
User Registration

Vendor(IoC sAP) Code: [N
PAN Number: [ |

I A2 Register.. “ * Reset I




EXISTING VENDOR LOGIN:

In case of existing users, vendor has to click on “Bill Tracking System” link under heading
BUSINESS PARTNERS as highlighted in below.

1G> Register Here
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Vendor has to login using the credentials sent to the vendor at the time of registration.

@ Bill Tracking System

Company

{ra Home

Existing Vendor Login
Login iD: [N

Password: |sseeseeses

Forgot your password? Q

FORGOT PASSWORD:

In case the password is forgotten, click on ‘Forgot your password “ link as highlighted in following
screen. A mail containing the password will be sent to the registered email ID.



@ Bill Tracking System

Company

'h,._@ HOME

Existing Vendor Login

Login 10: D

PaSSWOId:  sesesesses
Forgot your password? ©

Login A Resot

HOME:

System will validate the user and display the following details of vendor like vendor code,

vendor name, address etc.
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g Home "i Welcome to the Bill Tracking System

=’ Enter Bill Details

ePrint Bill Entry Dets.

Vendor Name: L
= Resubmit Rei. Bills Ve (T I
Address: |
52 View Bill Details
_ PAN CARD No.: I
cnange Password Mail 1D: ]

i User Manual

. JLogout

Please verify that you email id is correct.
Incase of any change , please contact the IOCL office where you last submitted your bill.

ENTER BILL DETAILS:

To create a new bill, vendor needs to click on “Enter Bill Details” link. The following screen
appears. Vendor has to put PO (Purchase Order) number, Bill No. / Date, Bill Amount (INR),
comments and Advance Payment. The vendor has to fill due date if Advance Payment is
selected ‘Yes'. If advance payment is ‘No’, due date need not be filled. After filling all fields
vendor needs to check the certification / declaration checkbox and click on ‘Save Details’

button. On successful submission of the details, the system returns a unique Bill Entry Number.



Also, a mail will be triggered to the registered email ID of the logged in vendor with the Bill Entry
Number.

? Bill Tracking System

Quame *~' Enter Bill Details

a-:;f Enter Bill Details
PO Number:

Bill No./ Date: iz

--+a5ubmission Details Bill Amount(INR):

ePrint Bill Entry Dets.

' Resubmit Rej. Bills
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sl View Bill Details T
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——————————— Advance Payment
N
r’ egeut Due Date: |

I certify that the service/material w.r.t bill entered is complete.

Save Details

@ IndianQil Corporation Ltd, Marketing Division.

PRINT BILL ENTRY DETAILS:
Once the details are submitted and unique Bill Entry Number is generated, vendor needs to click on “Print
Bill Details” link to print the bill details. Vendor has to input the Bill Entry Number as below.
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=" Enter Bill Details

Bill Entry Number: DISFLAY POF

ePrint Bill Entry Dets.

-z SUbmMission Details

= Resubmit Rej. Bills

12 View Bill Details
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After clicking on DISPLAY PDF, PDF document opens. Vendor can download and print the
document which can be sent to the concerned 10C office.

Bill Details
(Receipt Of Bill Entry)

G

IndianOil

Bill Entry Number: _ Entry Date:
Vendor Code: - Vendor Name:

Purchase Order No.: - Bill Number:

Bill Date: [ Bill Amount:

Due Date: - Advance Payment: -

Certified that the service/material w.r.t. bill entered is complete.

Note: Once the bill is submitted to the Indain Oll employee, please fill the submission details in 'Submission
Details' tab

This is a system generated receipt.




Once the bill has been submitted / sent to the concerned Indian Oil official/office, the vendor
has to go to ‘Submission Details’ tab and enter the details about how the bill has been
submitted/sent . The modes of submission can be ‘By Handing Over’, 'By Register Post’ etc. The
vendor has to input Bill Entry Number of the submitted bill, Mode of Submission, Submission

Date, submitted to/Reference no. depending on the mode of submission chosen.

IndianQil
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[

i Home
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BPri nt Bill Entry Dets.
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*~ Bill Submission Details

Bill Entry Mumber :
Date of Submission:

Mode of Submission

Reference No.:

Save Details

Bill Tracking System

*~ Bill Submission Details

Bill Entry Number :
Date of Submission:

Maode of Submission :

Save Details

By Register Post v

—SelectHera— v

@ IndianCil Corporation Ltd, Marketing Division.
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Bill Submission Details

Bill Entry Number
Date of Submission:
Mode of Submission :

Submitted To:

Save Details

By Handing Over ¥



RESUBMIT REJECTED BILLS:

To resubmit the bills rejected in either SAP or the portal by the 10C official, vendor needs to click
on “Resubmit Rej. bills” tab. The following screen appears. Vendor has to put valid PO(Purchase
Order) number and Bill number to fetch the details of the bill.

= Bill Tracking System

Company

[
o Home *~ Resubmit rejected Bills

= Enter Bill Details

PO No.: IR Bill Number: N Fetch
ePrint Bill Entry Dets.

' Resubmit Rej. Bills

%2 View Bill Details

Ejﬁ(: hange Password
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‘ JeLogout

On clicking the fetch button a tiny window opens with the bill details as shown below. On
clicking the submit button, vendor can resubmit the rejected bill. The bill will now be
pending with the I0C official for further action.

e . e —

Bill Number : IR

Vendor Code: | i
PO Number: IS
Bill No./ Date: I ]
Bill Amount(INR): N
]
Comments:
-
Adv Pay-(Yes™No) [
Due Date:(only if AdvPay. 1s _
Yes)
]
Rejection Remarks:
)
Submit




VIEW BILL DETAILS:

To check the status of bill, vendor has to click on “View Bill Details” and put SAP PO (Purchase
Order) number and click on “View Details” as highlighted in the following screen.
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‘ f=Logout

Vendor will get the bill details with status as appearing in the following screen.
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CHANGE PASSWORD:

To change the password, vendor needs to click on “Change Password” tab. The following screen
will appear. Vendor needs to put old password, new password and confirm new password to

change the password.
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