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Introduction 
 

The web portal aims to bridge the communication divide between suppliers and 
KSEBL (Kerala State Electricity Board Limited). By providing a centralized 
platform, it facilitates smoother interactions, enhances collaboration, and 
streamlines processes between supplier companies and KSEBL. One of the 
primary goals is to integrate seamlessly with KSEBL's existing ERP system, 
ensuring that valuable vendor inputs are efficiently captured and synchronized 
with the ERP database through the web portal. 

 

Key Objectives: 

Communication Enhancement: The portal serves as a communication hub, 
enabling real-time exchange of information, updates, and requests between 
suppliers and KSEBL personnel. 

 

Integration with KSEBL ERP: Integration with KSEBL's ERP system is pivotal. 
The portal should seamlessly connect with the ERP to synchronize crucial data, 
such as purchase orders, invoices, Work orders 

 

Features and Functionality: 

1.​ Supplier Registration and Onboarding: Suppliers can register on the 
portal, providing necessary details such as company information, contact 
persons, and relevant documentation for verification. 

2.​ Secure Authentication: User authentication mechanisms ensure secure 
access to the portal. 

3.​ Dashboard for Insights: The dashboard offers an intuitive interface 
displaying notifications, and empowering users to make informed 
decisions. 

4.​ Document Management: Suppliers and contractors can upload and 
manage documents such as Company registration certificates, bank 
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related documents. These documents are securely stored and can be 
accessed by authorized personnel. 

5.​ ERP Integration Interface: The portal features an integration interface 
that seamlessly connects with KSEBL's ERP system. This allows for the 
automatic transfer of data between the portal and the ERP, ensuring data 
consistency and eliminating duplicate data entry. 

Getting Started 

Home Page 
 

Certain options are available to non-registered users here. 
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-​ Procurement plan 
 

A procurement plan outlines the strategy and process for acquiring goods, 
services, or works needed to fulfill a project or organization's objectives 
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-​ Tenders 
 

This section presents real-time tender details published by KSEBL. 
Non-registered users have access to these details and can use them to 
apply for tenders through the e-tender website. 

 

-​ Privacy policy 
 

Here by displays the privacy policy of KSEBL 

 

-​ Disclaimer 
 

​ Hereby displays the disclaimer and terms and conditions of the KSEBL. 
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●​ Sign up 
 

 

 

 

 

 

 

User Registration Form: Public users interested in accessing 
construction-related tenders and participating actively need to sign up for the 
web portal. They can initiate the signup process by filling out a registration 
form. 
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Personal Information: The registration form collects essential details such as 
full name, email address, contact number, and company name pan or aadhar 
number ete…. This information helps in creating a user profile and verifying the 
identity of the user. 

Username and Password Creation: During the signup process, users are 
prompted to choose a unique username (Pan Card Number) and set up a strong 
password for their account. Password strength guidelines are provided to ensure 
security. 

New User Registration Process 

On click ⇒ Sign up - To register as new user  

When you click on the 'Sign Up' link, it will redirect you to a new page where you 
can input your registration information.  
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Here you will find a field “Registration type” . It’s a dropdown containing three 
options 

-​ Supplier 
-​ Contractor 
-​ Both (Supplier, Contractor) 
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●​Supplier Registration Flow 
 
 

 

 

When selecting supplier an additional field appears showing three options in 
drop down 

-​ Dealer 
-​ Manufacturer 
-​ OEM 
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In these options, an additional field ‘Manufacturer type’ appears when selecting 
the manufacturer option. 

-​ MSME 
-​ PSU 
-​ Other 

After selecting the manufacturer  type, the user can enter their; 

-​ Company Name 
-​ Pan Card Number 
-​ Primary Contact 

-​ Full Name 
-​ Mobile Number ( Active Mobile Number) 
-​ Email Address  

-​ Password 
-​ Confirm Password 
-​ Captcha Verification 

 

-​ Undertaking by authorized signatory 

After entering the above details, the user must download the Undertaking by 
Authorized Signatory template. This is a self-declaration form required to 
prevent misuse of PAN and to confirm that the PAN and mobile number belong 
to the same individual. The user must complete the form and re-upload it to the 
system. 

-​ I Agree The Terms and Conditions 

The user should read the Terms & Conditions and accept the same to proceed 
with the registration form. 

-​ Register 

 

Click Register to proceed. An OTP will be sent to the registered mobile number. 
Enter the OTP to complete the registration and proceed to the login page. 
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●​ Contractor Registration Flow 
 

 

If the registration type is selected as "contractor," the name should be entered as 
per the PAN card and an additional checkbox will be displayed, prompting the 
user with the question, "Is firm?" Upon checking this box, an additional field will 
appear, allowing the user to enter their Aadhar Number. 

 

Simply provide the required details on that page and submit them. 

 

On submitting the registration form an otp will send to the registered mobile 
number of the user. 

 

Once the username and password are obtained, a registered user can access the 
software by logging in with the provided credentials. 

 

 

●​ Both Supplier and Contractor 
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If the registration type is selected as "Both (Supplier & Contractor)," the name 
should be entered as per the PAN card and an additional checkbox will be 
displayed, prompting the user with the question, "Is firm?" Upon checking this 
box, an additional field will appear, allowing the user to enter their “Aadhar 
Number”. 

 

Provide the required details on that page and submit them. 

 

On submitting the registration form an otp will send to the registered mobile 
number of the user. 

 

Once the username and password are obtained, a registered user can access the 
software by logging in with the provided credentials. 
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Login Page : Here pan number will be the username. 

If the user forgets their password, they should click on the "Forgot Password" 
link, and a new window will open. 

 

 

Enter your registered email address here and click on the verify button. A 
password reset link will be sent to your email address. 

 
 

Supplier Self Portal 
Dashboard 
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The dashboard shows the number of Applied tenders and accepted purchase 
orders and total number of pending applications. 

 

 

User Controls  

Icons in the top-right corner provide access to notifications, user profile, and 
font size settings. 

Quick Links Section 

This section provides direct access to commonly used resources: 

●​ Vendor Guidelines​
 Opens guidelines and instructions applicable to vendors.​
 

●​ Required Documents​
 Lists documents required for registration.​
 

●​ Help Center​
 Provides access to support information and assistance. 

 
Profile 

There are three sub menus in profile 

-​ Basic Info 
-​ Company profile 
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-​ Banking Info 
 

6.​ Basic Info 
Here the user can view all the details of the user. Users will find a button labeled 
"Request Activation" here. When you click on it, your activation request will be 
sent to the admin portal for processing. Access to other functions will only be 
granted after your activation is approved. To submit an activation request, please 
ensure that both your company profile details and bank details are completed. 

 

 

7.​ Company Profile 
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Here users can enter company details . There is a portion for uploading 
documents to complete the details 

 

 

 

 

 

 

 

 

After entering the details , users can save the data by clicking on the Save 
button. 
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8.​ Banking Info 
 

Here, users can enter their banking details. All fields are mandatory. After 
entering the required information and uploading the supporting document, click 
Save to store the details. 

The saved bank details will be displayed in the Bank Details table at the top. 
Users can clear the entered data using the ”Clear” button. 

If the user is already registered on the Samagra Portal, the bank details fetched 
from Samagra will be displayed in the Bank Account Details (ARU Data) table at 
the bottom of the page. 

 

 

After entering all the data requests for activation can be sent from the basic info.  

 

The user will be restricted from using other options until the account is 
activated. 
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Once the activation request is verified and approved from the Admin panel, the 
account status will be updated to Active. 

 

Application is rejected from the admin  

 

 

If the application is rejected from the admin, A notification will be displayed on 
your profile“Your account has been rejected. Please fill out your company profile 
and banking information pages, then resend your request for activation.” ​
The user can recheck and re enter the actual data and resubmit your profile 
again. 
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Mobile Number Updation 

If the user needs to update their existing mobile number after profile activation; 
click on the update mobile number button. 

 

 

A new pop-up will open displaying the existing mobile number. The user can 
enter the new mobile number in the New Mobile Number field and click Send 
OTP. OTPs will be sent, one to the existing mobile number and one to the new 
mobile number. Enter both OTPs and click OK to complete the mobile number 
update. 
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Administration 
1.​ Portfolio 

 

In the portfolio, users provide information about their products and services.  
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In the portfolio section, users can input information about the products and 
services they offer. Once they've selected the details of the products they 
provide, they can save this information by clicking on an "Add to my products" 
button. This action will effectively add the selected products to their personal 
catalog or portfolio within the system. This feature helps users organize and 
showcase their offerings to potential clients or partners. 

 

●​ Utility/ Wing 
Here the first field is utility selection. This dropdown serves as the first field in 
the portfolio section, allowing users to categorize their offerings based on utility. 
Users can select from various types of services listed in the dropdown menu, 
such as Generation, transmission, Corporate etc. 

 

 

 

●​ Material Group Data 
 

Hereby listing the dropdown of the material group of the data. From this list user 
can select the material. 

 

 

 

USER MANUAL – SUPPLIER SELF PORTAL   23 

 



 

 

 

●​ Select material 
 

This dropdown will dynamically list materials based on the selection 
of material group data. 
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Once you've inputted all the relevant details, click on the "Add to My Products" 
button below. The materials you've added will be listed in the table below. 

 

 

 
2.​ Employees 

 

The contractor or supplier who signs up for the software will assume the role of 
administrator for their profile. Administrators have the authority to designate 
other users to join their profile. The 'Employees' page is responsible for 
managing this process. 
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The supplier acts as administrator here. The administrator can assign three 
employees under him to use the software. Account manager, delivery manager, 
basic manager. 

There are three user types here. After selecting the user type and giving all the 
rest of the details and generating the password, data can be saved. 

The created users can login with the credentials 
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3.​ Access Permission  
 

Here, the administrator chooses the access provisions that dictate what actions 
the user who is being added can perform. 
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After setting the access permissions, Click the save button 

 

 

4.​ Subscription Status 
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The registration status can be found here, showcasing important data including 
the subscription expiry date, registration date, and subscription renewal date.  

 

5.​ Preferences 
 

In this context, we have the option to provide specific information such as the 
preferred time zone for display, desired date format, and whether notifications 
are required. 

 

 

 

 

After setting all the preferences. Click on the save button to save the 
information. 

 

6.​ Notifications 
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Notifications will appear here 

 

Procurement Plan 
 

 

 

In the procurement plan, it presents all fundamental information regarding the 
materials. The Materials dropdown menu includes a 'Favorites' option. When 
selected, this option allows for the sorting of product and service details that 
have been added to the portfolio through the administration feature. 
Additionally, there is an option to sort by the financial year. 
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Tenders 
 

Here the user can access the list of tenders. There are some filters also provided. 
In the dropdown of Tender status there are three options. All, live and closed. 
Can also filter it by financial year and the user can search for tenders by any 
keyword. 

 

Upon clicking on “Read more” of any tenders the details will be displayed. 
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In the drop downs provided above, for tender status three options available  

 

 

 

Live and closed tenders will be visually distinguishable by a color difference. 
Additionally, for live tenders, a heart symbol will be displayed to allow users to 
add tenders to their favorite lists. These favorite tenders will be listed in the 
second tab (favorite tenders) for easy access. 

 

Users can apply for tenders through the e-Tender website using the details 
obtained from this platform. 

 

Tenders applied through the eTender website will be listed in the "Applied 
Tenders" tab on this platform. 

 

Purchase Order 
 

In this section, users can access information about purchase orders, which are 
categorized into two tabs: 'Acceptance Pending Purchase Orders' and 'Accepted 
Purchase Orders.' 
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By clicking on the 'Purchase Orders' dropdown at the top, users can view a list of 
purchase orders they have received. They have the option to select specific 
orders from the list or filter them based on a chosen time period. 

 

 

 

 

 

For additional details, simply click on the 'Read more' button. 
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By clicking on the View button, a popup window will appear. It contains the 
material details such as purchase order number, material name, Quantity .etc 

 

For accepting the purchase order the user need to download the purchase 
details letter from here by clicking on the ‘Download pdf’ button 

You can obtain the purchase order details in PDF format by simply clicking the 
'Download PDF' button. 

 

To accept the purchase order, the user needs to click on the "Purchase Order 
Acceptance" button. This action will trigger a new popup where the user can 
upload the downloaded purchase order PDF. 

 

The downloaded file needs to be marked as accepted and upload 

 

 

 

After uploading the pdf, click on the verify button.  
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An OTP will be sent to the registered mobile number of the account user. After 
clicking the "Verify" button, a new modal will appear where the user can enter 
the OTP. 
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This message will be displayed after OTP verification, the purchase order will be 
moved to the 'Accepted Purchase Order' tab. 
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Here three additional options displaying :  

 

●​ View purchase Agreement 

 

When you click on the "View Purchase Agreement" button, the above 
window will be displayed. Along with the agreement details, a PDF of the 
agreement will be provided, which can be downloaded. 

 

●​ Submit PDI (Pre-Dispatch Inspection) 
 

Officers will conduct an inspection at the company to ensure the quoted 
quality of the materials. 

At this stage, users invite officers to inspect the materials by providing 
relevant documents. The officers have the authority to either accept or 
reject the invitation. 

The materials from the selected purchase order will be listed in the 
dropdown of material details. The invitation request contains 
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comprehensive details about the scheduled inspection date for officers to 
assess users and the quantity of material slated for inspection. 

 

 

 

Inspection site details can be entered in the Inspection site details text area 
below. 

●​ View Inspection Report 
After submission of PDI, the user can view the inspection report here. 

-​ Upon clicking the view button, a new popup opens where the user 
can view the report details, including inspection remarks, 
inspection status (passed or not), and the inspection report in PDF 
format. 
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-​ Upon clicking Add reports button, a new popup window opens 
where the inspection report details need to uploaded by the user 

 

 

 

 

Upload a title for the document  

Upload description 

Add doc date 

Upload the document 

Uploaded reports will be listed in a table on the right side of the inspection 
report details window. 
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Purchase Delivery Report 

 
Once a purchase order is issued, delivery-related information can be monitored 
from the Purchase Delivery Report page. This page provides a consolidated view 
of all purchase orders along with their current status and delivery progress. 

Users can view purchase order details such as Purchase Order Number, 
Purchase Order Date, Purchase Order Value, Status, and Tender Title. 

Filtering options are available to refine the results by selecting a Purchase Order, 
specifying a Date From and Date To, or using the Search option to locate specific 
records. Pagination controls allow navigation through multiple records. 

Actions 

Each purchase order record includes two action options: 

View 
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Selecting View opens the Purchase Order Details pop-up. This screen displays: 

●​ Basic details such as Purchase Order Number, Date, Value, Status, Vendor 
Name, and Purchase Office​
 

●​ Material details including Material Name, Unit of Measure (UOM), 
Quantity, Unit Price, Total Price, MDCC Issued Quantity, and Received 
Quantity​
 

This option is used to review complete purchase order and material information. 

Track 
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Selecting Track opens the Delivery Tracking pop-up. This screen displays a list 
of MDCC numbers associated with the selected purchase order along with their 
issue dates. 

Users can select an MDCC number to track the delivery progress related to that 
specific consignment. 

Delivery 
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Once the purchase order procedures are finalized, the product is dispatched to 
the appropriate offices. The subsequent details post-delivery are provided 
herein. 

Within the dropdown menu labeled "Delivery Orders," users can find a list of 
MDCC numbers corresponding to orders. Users have the option to search for 
delivery details using the MDCC number. 

Filtering options are available for specifying delivery dates (from and to) and 
conducting keyword searches. 
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When clicking on the MDCC details a new popup opens, showing the delivery 
details such as Item name, PO Quantity, Unit of Measurement (UOM), Quantity 
to be delivered, Delivered Quantity, Delivered office etc.  
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When clicking on the GRN (Goods Received Note) another pop up appears which 
shows the details entered after receiving the goods at the desired office. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The office will input these details upon receiving the materials. 
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Accounts 
 

 

 

Here is the accounts section of the software. Here is where the user submitting 
invoices for the materials they delivered. 
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Checkbox provided for selecting materials that the user want to submit the 
invoice 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In this section, the user inputs the invoice number, invoice date, and the amount 
to be submitted. Subsequently, they upload the invoice file. 

 

Then click on the submit button, to submit the invoice. 

 

On the second tab “Invoice List” - The submitted invoices are listing here 
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Clicking on the "View Invoice Doc" button will open the submitted invoice PDF. 

When clicking on the payment , the user can view the payment status details 
against the approved  invoices. 
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Contractor Portal 
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The contractor login will undergo a change, with three additional menus 
appearing instead of the purchase order menu. Those are Work Order, Work 
Measurement, Track Work Status. 

 

 

 
 
 
 
 
 
 
 
 
Work Order 
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The Work Order page displays all work orders issued to the contractor. This 
section allows users to view and filter work orders assigned to them. 

Users can filter work orders using the Work Orders dropdown, Work Order Date 
From, Work Order Date To, and Keywords search options to quickly locate 
specific records. 

●​ Work Orders​
 Displays the list of issued work orders.​
 

●​ Work Order Acceptance​
 Used to view and manage work orders that require acceptance by the 
contractor. 

This page helps contractors track issued work orders and their acceptance 
status. 

 

 

 

 

Work Measurement 
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The Work Measurement page is used to view measurement-related details for 
executed work orders. Users can filter records by selecting Work Measurements, 
specifying Work Order Date From and Work Order Date To, or using the 
Keywords search option. 

●​ Work Measurement​
Displays measurement entries related to completed or ongoing work.​
 

●​ Work Measurement Acceptance​
Allows contractors to view and respond to measurement records pending 
acceptance. 

This section helps contractors review and verify measurement details submitted 
for executed work. 

Track Work Status 
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The Track Work Status page allows contractors to monitor the current status of 
their work orders. Users can search or select a Work Order to view its progress. 
The table displays details such as: 

●​ Work Order Number 
●​ Work Code 
●​ PAC 
●​ Current Status 

This page provides a consolidated view of work progress and status updates, 
enabling contractors to track execution and approval stages. 

Both Supplier & Contractor 
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This dashboard is displayed for users registered as both Supplier and Contractor. 
It provides a single interface to access and track both purchase-related and 
work order–related activities. 

The navigation menu displays modules based on the user’s role: 

●​ Purchase-related modules are available for supplier activities.​
 

●​ Work-related modules are available for contractor activities. 

The summary cards present a consolidated view of key activities, including 
tenders, orders, and pending applications, across both roles. 

Using this single application, users can track the status of purchase orders and 
deliveries as a supplier, as well as work orders, measurements, and work 
progress as a contractor. 
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