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AUTO- SIM PORTAL 
A vendor portal is an internet-based system used to manage and connect with third-party 
vendors of goods or/and services. It is a secured management system adopted by organizations 
that network with multiple vendors. This portal permits account management of submission of 
invoices and related documents. 

Steps: 
1.This is the login page for the vendor portal. We can login by using the link: https://tpodisha-
venportal.web.app/login. Please enter the company code, vendor ID, password and click on Login to get 
into the portal. 

 

2. After login it asks to verify the email to generate OTP. 

 

 



                                                                                                                                                                        
3. An OTP will be generated to the email ID which is updated in the vendor master in SAP. Please enter 
the 4-digit OTP then it will automatically redirect to the homepage. 

 

 

 

4.Once done this is the home page of AUTO-SIM Portal. Here we can view the Open PO list, closed PO 
and all PO under Purchase order section. 

Under Invoice section we can view the list of Uploaded invoices, view and upload the invoices. 

 

 

 



                                                                                                                                                                        
Purchase Orders 
This section contains three tabs: 1) Open PO 

                 2) Closed PO 

       3) All PO 

Open Po 

An open purchase orders also known as a standing PO is a contract to purchase specific items through a 
vendor during a pre-determined period.  

Closed Po 

A closed purchase order is one in which all expected activity against all its lines has been 
fulfilled. Releases, receipts and inspections are no longer entered against it. 

All Po 

This tab contains both the open as well as closed Po. 

 

 

 

If we click on any tab under Purchase order we can first see the Header details of the POs as below. 



                                                                                                                                                                        

 

 We can upload Bank Guarantee; EMD note by using the upload option    . We can also download the 
PO under PO download option as shown above. 

We can select the PO by clicking on the check box and can either accept or reject. The status is shown 
under PO acceptance if the PO is accepted or rejected.  

Note: Only after the status is accepted you will be able to submit the Job Certification/Invoice 
Submission for Material and Services. 

 

`

 

 

 



                                                                                                                                                                        
Types of PO/RO 
Below are the type of Po/Ro for which invoice can be submitted: 

1. Service Po 

2. Material PO 

 

1. Service PO: 

>. JOB CERTIFICATION 
When clicked on PO number we can view the line items of that particular PO. Here we can update the 
Qty and can perform Job certification, Invoice submission against job certification.  

We can also filter the line items using PO Line items and Service activity Number. 

First we need to select the line items using the check box so that the system will allow you to update the 
Qty. Once the qty is updated click on Job Certification. 

 

A pop up screen shows up after clicking on JOB CERTIFICATION as below. We need to enter the details 
like Service Location, Department and User ID from dropdown so that the employee name and email 
auto populate. 

Also we have to enter Header text, Service month, Service start date and Service end date. MSME 
number and type will come automatically. 

After entering all the details, we have to upload the required documents using upload option (Max File 
size limit is 50 MB) and click on Proceed. 

Note: IR related documents will not be uploaded in Vendor Portal. 



                                                                                                                                                                        

 



                                                                                                                                                                        

 

 

After click of proceed we can view the summary of the job certification (Qty * Rate). We have to click on 
submit. 

 

 



                                                                                                                                                                        
 

After Submission of job certification, the same will be approved by the user department in SAP to whom 
the job certification has been submitted. 

 

>. INVOICE SUBMISSION 
After approval of Job Certification by the user department, we can submit the invoice once we 
see the JOB certification number as below. 

 

 

For that particular JOB we have to submit the Invoice by selecting the checkbox and click on Invoice 
submission. 

 

 

 

For Invoice submission also, we have to enter all the details in the invoice submission tab, upload 
invoice, required documents and click on Proceed. (some details will be auto populated from the job 
certification which has been approved) 

 



                                                                                                                                                                        
 

 

 

NOTE: 1. Here the invoice number should be same as the invoice number in the document you are 
submitting.  (Invoice Length-16 Digit Max for Tax Invoice) 

            2. Tax Invoice shall be submitted in in one pdf only 

 

 

 



                                                                                                                                                                        

 

 

We can view the summary of the details after proceed. Click on submit. 

 

 



                                                                                                                                                                        
 

MATERIAL PO 
For material invoice we can update the qty and upload material invoice and credit note. We have to 
select the items for which invoice has to be submitted and update the qty. 

Steps 

First, we need to select the line items using the check box so that the system will allow you to update 
the Qty. Click on Material invoice after entering the qty to submit the material invoice. 

 

We have to enter all the mandatory fields for material invoice submission and upload the required 
documents in the uploads section here. Once done we have click on Proceed. 

 



                                                                                                                                                                        

 

 

We can see the summary before submitting the invoice. We can recheck the qty and base price (Tax 
base Amount) and click on submit. 

 

 

 

After submission you will get a notification saying invoice has been submitted as per the screenshot 
below. 



                                                                                                                                                                        

 

 

 

 

After submitting of invoice, we can see the uploaded qty under In transit Qty. Once GE (Gate entry) is 
completed we can also view the Gate entry qty. Likewise we can also view the GRN qty as well. 

 

 

 

 



                                                                                                                                                                        
 

 

CREDIT NOTE: 
Credit Note is to be submitted whenever there is a return qty for the material delivered earlier.  It will 
be communicated through email at the time of quantity rejection by the user department/stores. After 
submission of the credit note the bills will get processed else the same will be on hold. 

Steps 

we have to select the items with reference to the purchase order for which credit note has to be 
submitted and update the qty after selecting the line items. 

Click on Credit note to submit. 

 

 

We have to enter the credit note Invoice number (16-digit maximum) and original invoice number (16-
digit maximum), other mandatory fields and upload the credit note invoice. 

NOTE: HERE THE ORIGINAL INVOICE NUMBER SHOULD BE SAME AS THE INVOICE NUMBER IN THE 
DOCUMENT WHICH YOU HAVE ALREADY UPLOADED FOR MATERIAL INVOICE. ALSO THE CREDIT NOTE 
NUMBER SHOULD MATCH WITH THE NUMBER IN THE CREDIT NOTE WHICH YOU ARE SUBMITTING. 



                                                                                                                                                                        

  

 



                                                                                                                                                                        
We can view the summary of the credit note after proceed. Click on submit after verifying. 

 

 

After submission you will get a notification saying credit note has been submitted as per the screenshot 
below. 

 

 

 

Status: 

Job Certification Status (All): 
We can view the status of the job certification under status as below. Under Job certification (All) we can 
view all the approved and rejected. We can also see the comments under Error Description. 



                                                                                                                                                                        

 

 

 

 

Job Certification Status (Rejected): 
If clicked on Job Certification status (rejected) we can view the rejected Job certifications rejected with 
rejection comments in the Error Description. 

To upload the document we have to select the check box and click on upload Document. 

 

 



                                                                                                                                                                        

 

Upload the required documents as required and click on Submit. 

 

 

 

Once Submitted it shows the message as below Attachment has been submitted successfully. 



                                                                                                                                                                        

  

 

  

 

 

Invoice Status (All): 
To view the rejected Invoice we have to click on Invoice status (All). We can view the rejected comments 
under Error Description. 

 

Invoice Status (Rejected): 
For the rejected invoices we have to click on Invoice status (rejected). We would be able to see all the 
invoices rejected with the comments provided. 



                                                                                                                                                                        

 

We have to click on the check box and click on upload Document. 

 

We can enter the comments and upload the required documents and click on submit. 

 

It shows the message as Attachment has been submitted. 



                                                                                                                                                                        

 

 

 


