gAY 9T & Vendor siizar 31X Vendor Bill @afAe #3aT (Adding Vendor & Submitting
Vendor Bill in Samarth Portal)

Step 1: Finance Module @Yo (Access Finance Module)

~ Samarth Portal # @if3leT &< (Login to the Samarth Portal.)
- §I¢ {158 A< ¥ Finance > Bill Tracking > Manage Vendor Bill Payments 9X fFeleh &Y (From the

left side menu, click Finance > Bill Tracking > Manage Vendor Bill Payments.)

B eGov Dashboard

+ Employse Services

I + Finance I

- (Governance

+ Campus Services

+ Data Management

+ Administration

+ Account Settings

Dashboard
Bill Tracking Financial Supply Chain Management
Dashboard Dashboard

| Manage Vendor Bill Payment |




Step 2: Vendor Details 9% &Y (Check Vendor Details)

- &¢ AY ¥ Vendors W fFetsh &Y (Click Vendors on the left menu.)

Manage Pending Bills
View Action Done Bills
View Paid Bills

View Revarsed Bills

Add New Project Bill

Manage Pending Project Bills
View Action Done Project Bills
View Paid Project Bills

View Reversed Project Bills

Vendors

Cache Flush All

Reports

- T IR H Vendor Name 3Tt T &Y (Use the search bar to search for the Vendor Name.)

X 3R Vendor wgT AT 8, @ &7 Vendor #=g3fell SIS (If the vendor does not appear, add the
vendor manually.)

Step 3: AT Vendor si1¥ (Add New Vendor)

A TR & eI-UsE ek H Add Vendor W fFes &Y (Click “Add Vendor” at the top-right corner
of the screen.)



o

GST Number PAN Number Account Number

Add Vendor
Search The Vendor By GST Number Or PAN Number Before Creating A New Vendor

Do you have PFMS Unigue Id # *

Wendor Name *

Office Email *

Office Contact Number *
= - 9999909999

Office Address *

Vendor Type *
Is GST Number Available 7 *

TIN Number

FAN Number *

Do you have Account Details ? *

Status *
Select

Upesd (G338 FIE] No e chosen
a Cance
> B H FIR 3o s (Fill out all required fields in the form):
e Vendor Name (dsX =1T#)
e Office Email (3iTfrT $3eN)
o Contact Number (§9& feR)
e Office Address (3{iRF&r Tam)

e Vendor Type (93X €139)



e GST Availability — Yes/No (GST 39cls¥T § T =1gT)
I, 39X GST#&l g dr Vendor Declaration 379elis &Y (If GST is NOT available, attach
Vendor Declaration in the prescribed format.)

= Vendor Type @elede &Y (Select Vendor Type):
e 3WR PANE — ‘Others’ e (If PAN is available - Select ‘Others’)
e 3WR PANSEI & — ‘PAN NA Tt (If PAN is not available -> Select ‘PAN NA')

e 3WR Vendor defaulter & — ‘Bank Defaulter’ Tt (If vendor is a defaulter -> Select ‘Bank
Defaulter’)

Vendor Type *

~

Is GST Number Available 7 * ‘ Q,

BULK DEFAULT VENDOR

FAN NA
PAN MNumber *

W S f3¢ed a¥ (Enter Bank Details):
e Account Holder Name (@Tdrl 8I_eh &l =ATH)
e Account Number (@TdT #FsR)
e Bank Name (& &T &18)
e Branch (M)

e IFSC Code (3MSUHTTAT &I3)
M) Tsfr STAPRY R & &I SAVE I et &Y (Click SAVE to add the vendor.)

Step 4: AT Vendor Bill ¥ (Add New Vendor Bill)

~ g9y ST Finance > Bill Tracking > Manage Vendor Bill Payments (Go back to Finance > Bill
Tracking > Manage Vendor Bill Payments.)
@ Add New Vendor Bill I¥ f&Fa& &Y (Click “Add New Vendor Bill”.)



+ Dashboard

Manage Concurrence

+ Manage Pending Bills

+ Wiew Action Done Bills

+ Wiew Paid Bills

+ Wiew Reversed Bills

+ Manage Pending Bills

+ Wiew Action Done Bills

+ \iew Paid Bills

+ Wiew Reversed Bills

+ Add Mew Project Bill

+ Manage Pending Project Bills

A TY-8T H Add Bill R f&Fereh &Y (Click “Add Bill” at the top-right.)

7 foar f3eed ¥ (Fill in the Bill Details):
e Organization Unit (T3TGeT Sahlg)* * *****
e Budgetary Financial Year (fa<fr av)

e Purchase Order Number (3fg SIC/ &) (Purchase Order Number, if applicable)



e Concurrence Details (319 Eﬁl’s" ?ff) (Concurrence Details, if any)
e Vendor deleeleT (Vendor Selection from added list)

e Bill Amount, Invoice Number, Date, Attachments (fSef T, SeTaisd FeX, dIRIG, oloeT
&)

* et & Wl Fres wér o 3N féer stagaicy S Sedisd, a& TSy, fBaeRerT 3mels &
(Important: Fill all fields correctly and attach supporting documents like invoice, work order,
declarations.)

) Tefr f3eoTw d& aah SAVE WX e Y (After entering all details, click SAVE.)

Chorcnrie Lwromn s

Junt Invoice Current User of the Bill
Amount{Rs.)




Add Bill

Organization Unit *

Bill Approval Hierarchy Type *

Budgetary FY *

Purchase Order No

Concurrence Details

Concurrence Reference No

SELECT YOUR DEPARTMENT OR SECTION OR CELL

SELECT TYPE OF BILL

L%t}
m
W

BILL YEAR (FINANCIAL)

PURCHASE ORDER OR WORK ORDER IF GENERATED OR GIVEN

[ skip Concurrence
always SKIP CONCURRENCE




Vendor Details

Vendor

SEARCH ADDED OR PRE ADDED VENDER

Bill Details

[ skip Bill Detalls

PART PAYMENT

Type Of Payment = | | PAYMENT CHOOSE TYPE OF PAYMENT
ADVANCE PAYMENT
Bill No
WRITE BILL NUMBER/INVOICE NUMBER/REFERENCE NO
Bill Date

Select Date SELECT BILLING DATE

Upload Bill (Scanned Copy) [upte 10 MB] Choose File | No file chosen
UPLOAD SCANNED BILL

Bill Amount Without Tax(Rs.)
WRITE AMOUNT WITHOUT TAXES

Applicable Tax

CHOOSE TAXES APPLICABLE (LIKE 92CGST + 9%:5GST = 18% SO SELECT ONE BY ONE FIRST CGST 9% THEN SGST 9%)



(]} Apply Rounding on Tax Amount

Total Tax Ameunt(Rs.} AUTOMATICALLY CALCULATED

Invoice Amount(Rs.)
AUTOMATICALLY CALCULATED

Formula Te Cal Invoice A t (Bill A With Tax) :- (Bill Amount Without Tax) + [(Bill Amount Without Tax) =(Total Tax / 100})

Deduction Category
PERCENTAGE BASED SELECT IF APPLICABLE

Applicable Deduction [ —Select— SELECT IF APPLICABLE ACCORDANCE TO PO OR RULES

Total Deduction(%)
0 AUTOMATICALLY CALCULATED

Does Other Amount Based Deduction ‘“‘pp"camf Select SELECT IF APPLICABLE ACCORDANCE TO PO OR RULES

Total Deduction Amount(Rs.)
AUTOMATICALLY CALCULATED
Advance Amount
{Already Paid To Vendor) O WRITE THE AMOUNT IF ADVANCE WAS TAKEN IN NAME OF THIS BILL

Other Addition Exempted from tax or tds(Rs.)

0 SELECT IF APPLICABLE ACCORDANCE TO PO OR RULES
Refund Amount(Rs.}

4]
Payable Amount (Rs.) *
WRITE THE AMOUNT

Formula To Calculate Payable Amount :- ({Bill Amount With Tax) - ((Bill Amount Without Tax) =(Total Deduction / 100)) - (Advance Amount) - (¢

Remarks at the time of Bill Creation

WRITE LETTER/NOTESHEET NO. OF THE APPROVAL AND OTHER REFERENCES HERE



Add new Vendor Bil # [ Actions Bill Age (in days)

Manage Pending Bills

Wiew Action Done Bills

View Paid Bills ! O s n

View Reversed Bills

Step 5: Final Bill Fafic &Y (Final Bill Submission)

~ Manage Vendor Bills & ST¢ (Go to Manage Vendor Bills.)
@ 3Tels fRT AT el & 3 Eye 38l W fForeh &Y 3N 3o Meg &Y (Click the Eye Icon

next to the uploaded bill to preview.)

@, I FHAFRT €T F UH Y (Verify all bill details carefully.)
TS FT FE @ ol Submit TR TFesh # (If all data is correct, click on “Submit”.)

Summary Checklist
e Vendor 9 3R 03 fhar T (Vendor searched and added) +
e Vendor Declaration 319eii8 f&aT (Vendor declaration uploaded, if GST not available)
e PAN & §& T3¢eq Tl X 1T (PAN & Bank details correctly entered)
o e & @l slergaicH 3rvels fu (Bill added with all required documents) «
o 9o U FF Mg fHAT (Bill previewed and verified) «

e Final Submission f&aT (Final submission done) «



