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1)  How to open Vendor Portal:   

Open Any Browser like Google Chrome, Mozilla Firefox, and Internet Explorer Etc.  

Enter 103.74.244.104:6061 in URL Section and Press Enter. 

Login Screen for Vendor Portal will open as shown below: 

 

 

 

Enter Username and password and Click on Sign in Button   

         

After Entering right credential, main Screen of vendor portal will open as shown in below image. 
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 2)  Dashboard:  

 

 

 

 

. 

 

 

 

 

 

Here are some shortcuts for Checking Overview of data 

 

 Purchase order:   

Here you will get overview of Data related to Purchase 

order like Unapproved, Accepted and Rejected. 

 

 

 

 Delivery Planning: 

 

Here you will find overview of Delivery Planning like 

Unapproved, Accepted and Rejected. 
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 ASN (Advance Shipment Note): 

Here you will find overview of Delivery Planning like 

Unapproved, Accepted and Rejected. 

 

 

 

 

 3) Menu:  

 

 

 

 

On the left hand side Menu is there, for Detailed Work You can go through 

this option, now we will discuss them in Details. Dashboard is already 

covered. 
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4) How to Accept/Reject Purchase Order: 

This option is used for Checking Purchase orders or for approving them or 

Reject Them. You can also check detailed report here. Now, Click on 

purchase order option in menu. 

 

Then click on Purchase order list. 

 

 

New Screen will open 

 

You Can Approve, Reject by Click on this arrow sign at the end of every Purchase order as shown in below 

image. 
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When you clicked on this Acton Button, A popup window will open as shown in below image 

Here you will get Complete Details about Purchase order, you can Accept OR Reject. You can also enter the 

Reason OR Remark for the same. 

 

 

Click on Accept to Accept order. 

 

Click on Reject to Reject order. 

 

Click on Close to back on Main Screen.  

 

 

 

After Accepting order You will see the screen similar to below Screen. 
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Here you can check unapproved orders, approved orders  or Rejected Order detail using Filter.  

For filter data click on this icon -->  

 

 

A pop up window will open as shown in image --> 

Here you can filter by any of these options 

Like PO Status, PO Date, PO No. Etc. 

Then click on Filter option, Filtered result will be 

shown to you. 

 

 

 

 

For download Report Click on Download Button   
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5) How to Create Delivery Planning: 

This option is used for Creating a Delivery Planning, Click on the Delivery 

option. 

 

 

 

Then chooses Delivery Planning. 

 

 

 

When you click on Delivery planning, new screen will open for Details as shown in below image. 
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For Creating Delivery planning Click on the + Sign available on Upper right Side of Screen. 

A new Screen of Delivery planning will open as shown below. 

After Selecting PO, Select Shipment Address, Expected Delivery Date and add Quantity how much you are 

planning to dispatch. 

 

 

After Enter all Details Click on SAVE Button.  
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6) How to Create ASN (Advance Shipment Note):   

ASN provides detailed information about a pending delivery. ASN notify to BPPI, 

when shipping occurs and provide physical characteristics about the shipment 

so BPPI can be prepared to accept delivery. 

 

 

 

For this Click on ASN option Present in menu after that click on ASN List option. 

 

 

 

New Screen will open as shown below. 

 

 

To create a new ASN, click on + sign available on upper right corner. 



10 | P a g e  
 

A Popup will open, Select Approve Delivery planning as shown in below  

After Entering Approve delivery Planning, Enter the Details like Vehicle Number, Driver Mobile No, No. Of Box, 

Batch no, quantity, mfg and exp of Medicines. 

NOTE: You can select one or multiple delivery Plan at same time. 



11 | P a g e  
 

 

After Entering these details, Click on SAVE Button. 

 

 

After approving from BPPI END, you can add details like LR NO., LR Date Etc. 

For adding details after approve, click on Edit Button as shown in below image. 

 

New Screen will open to ADD Delivery Details Enter these details, as shown in below image.. 

 

 

After adding these details, click on SAVE button.  
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7) Report: 

In this Section you will find reports of pending delivery planning and pending 

ASN. 

Click on Report Button from Menu, Two options will come, one for pending 

delivery planning and other for pending ASN. 

 

 

For pending delivery planning report, click on this option.  

 

 

 

New Screen will open as shown in below image. 
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You can use filter for your specific Report or you can download from download button.  

 

Similarly, you can open Pending ASN Report. See below image for reference. 

 

 


