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INTRODUCTION 
 
 
The vendor payment portal integrated with ERP is being developed and implemented to address the 

challenges faced by DMRC vendors. Main scope of the system is to empower DMRC vendors & 

employees with the following objectives: 

 

New vendors can be registered after proper validation on contract parameters like LOA/PO number. 

Every request generated by the vendor will go through an approval process by the executive and 

finance at the DMRC. This approval process will be designed in a way where the nodal officer will have 

the flexibility to send it back to the vendor if any discrepancy is found in their info else forward it to the 

concerned user for verification. 

 

Upon successful registration, the vendor will have a variety of options to move forward within the 

vendor portal. These options include BOQ upload, change in information, bill upload, and PO variation. 

The vendor will also be able to check their transaction status on the portal on each of the screens on 

which the request has been submitted. 

Vendors can view, create, and maintain bills & payment data anytime, anywhere through a  web 

browser. This will reduce the effort & time for processing vendor payments. It will also help vendors 

with better traceability, and visibility and reduce physical document data entry, movement and printing. 

 

The vendor payment portal shall work as a seamless interface between the contractor, the executive 

and finance to carry out all billing processes prior to posting the final certified invoice to the ERP by the 

finance department. 

 

VPP will also be sending SMS and email notifications to the vendor on each step as and when required 

along with necessary details. 



VPP Works Module User Manual for Vendor 
 
 
 

1. VENDOR SIGNUP VENDOR ENTRY 

 

This option will be used by the vendors as a first step to get on boarded into the portal by 
entering the contract basic details and contact information. 
 

 
A new vendor will click Vendor SIGN UP on the landing page to proceed for signup to vendor 

payment portal. 
 

 



 
 

 

1. The vendor will select the type of contract for which he wishes to onboard. He can choose 
Store, Non Store, or Lease. In the case of the Store, the user will input the PO number, in 
the case of Non store; the user will input the LOA number and lease number in case of 
Lease. 

2. The document types that can be uploaded as attachments are .PDF, .JPEG, .PNG, .JPG. 
3. Vendor will upload documents required by DMRC. 

4. The vendor will add their remarks for this overall request. 
5. In case of multiparty vendors, multiple vendors can be on-boarded with the same LOA 

numbers into VPP with different login id. 
6. If in case of multi-currency PO, the vendor will create two sign up requests and choose 

multi-currency so that two vendors can be created and two separate PO can be created. 
7. Vendor will also choose the nodal/purchase officer which will remain the same throughout 

the course of contract if there is no transfer case. 
8. A notification in terms of an SMS and email on contact details used for sign up for this 

particular contract. 
 

Once the signup request has been generated successfully, the vendor can track their application 
on clicking TRACK APPLICATION on the landing page. 



 

On the track application page, vendor will choose the type of contract and enter the respective 
number. Status will be shown as ‘pending’ if the application is yet to be processed and 
approved/rejected upon nodal officer action on it. 
 

2. VENDOR REGISTRATION 

 

Once sign-up is successful, the vendor will log in into the portal with the credentials provided. 
Upon login, vendor will be redirected to the registration form directly. 

 

 
1. The vendor will be identified in the system based on GST, PAN and Account Number. 
2. The email and mobile number will be auto-filled from the VPP system. 
3. Title, Country, and Region will appear in the drop-down. 
4. Vendor will set if the contract is stamp applicable; if yes, select the contract number from 



the dropdown. 
5. The document types that can be uploaded as attachments are .PDF, .JPEG, .PNG, .JPG. 
6. Vendor will upload documents required by DMRC. 
7. Vendor will add their remarks for this overall request. 
8. Vendor can preview their request before submitting by clicking ‘PREVIEW’. 
9. A notification in terms of an SMS and email on contact details used for sign up for this 

particular contract. 

 

 
 

Once the vendor details are filled successfully, the contract will appear on the vendor 
dashboard as pending. 

 
 

3. VENDOR BOQ ENTRY 

 

Once the vendor is on-boarded successfully, the vendor will have the option to submit their BOQ 
for the particular contract in the dashboard on login. 
 

‘SUBMIT BOQ’ will redirect the vendor to the BOQ entry screen. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

On the BOQ entry screen: 
1. The vendor can enter as many items by clicking the ADD button. 

2. Vendor can delete any particular item by clicking DELETE. 

3. The vendor can temporarily save the BOQ items by clicking SAVE. 

4. If the vendor wishes to upload the BOQ entries via Excel, he can do so by downloading the 

BOQ template, filling in the required information, and then uploading the same by clicking 

UPLOAD BOQ. 



5. Unit and Currency will appear in the drop-down. 

6. Amount will be automatically calculated by Quantity * Unit Rate. This amount will be exclusive 

of taxes. 

7. While adding a new item the Unit price (Inclusive of tax) checkbox field, if this field/option is 

checked then the unit rate that the system will apply would be from the column named Unit 

rate (Ex. of tax) not based on the Unit rate and vice versa. 

8. Vendors can select a drop-down Type field with Increase and Decrease options. It's an 

optional field. For example, If Type as increase gets selected, the percentage is 10% then the 

Unit rate (Exclusive of tax) will be calculated based on the (percentage is 10%) and vice 

versa. There will be a field named Percentage to enter the percentage value based on the 

option selected in the Type field - Increase/Decrease. This field will be mandatory if the user 

picks any option from the Type field else it is an optional field. 

9. Vendors can add remarks for every item that they add. 

10. Once the vendor is done with entering the items of BOQ, they can press submit for it to show 

as a request to the executive nodal officer for approval. 

11. In case of the joint ventures/multiple contracts, the vendor will create separate sign-up 

requests by choosing ‘Multi-Party’ and subsequently vendors for them. Separate PO will be 

submitted for all of them via each vendor ID created. 

12. All the items in one particular PO will be in the same currency. In case of multiple currencies 

PO, the vendor will create separate vendors and post separate PO by choosing ‘Multi 

Currency’ in the Sign Up request. 

13. The document types that can be uploaded as attachments are .PDF, .JPEG, .PNG, .JPG. 

14. Vendor will upload documents required by DMRC. 

15. The vendor will add their remarks for this overall request. 

16. Vendor can preview their request before submitting by clicking ‘PREVIEW’. 

17. A notification in terms of an SMS and email on contact details used for signing up for this 

particular contract. 



4. VENDOR BOQ VARIATION ENTRY 
 

 

Once the PO is approved and created successfully, user will have the option to enter modification 
for it. 

 
 

All the contracts for which PO has been created successfully will be shown in a grid for which PO 
variation requests can be generated. On clicking View, the PO variation screen will open with 
existing items. 



 
 

 
 

The user will have the option to add a new item or update the quantity of an existing item. 
Once a bill has been submitted for a certain quantity of an item, the new quantity cannot be 
less than that quantity. 

 

1. The vendor can enter as many items by clicking the ADD button. 

2. Vendor can delete any new item by clicking DELETE. 

3. Vendor can delete any existing item by setting its quantity as zero. 

4. Vendor can also change the price of a particular item by adding a new line item with the  

new price and corresponding quantity. 

5. Vendors can add the new quantity in the ‘New Quantity’ column for each service item that 

they wish to change. 

6. Both negative and positive variation is allowed for entry into the system. 

7. Vendor can temporarily save the BOQ items by clicking SAVE. 

8. While adding a new item the Unit price (Inclusive of tax) checkbox field, if this field/option 

is checked then the unit rate that the system will apply would be from the column named 

Unit rate (Ex. of tax) not based on the Unit rate and vice versa. 

9. While adding a new item, if vendors select a drop-down Type field with Increase and 

Decrease options. It's an optional field. For example, If Type as increase gets selected, 

the percentage is 10% then the Unit rate (Exclusive of tax) will be calculated based on 

the (percentage is 10%) and vice versa. There will be a field named Percentage to enter 

the percentage value based on the option selected in the Type field - Increase/Decrease. 

This field will be mandatory if the user picks any option from the Type field else it is an 

optional field 

10. Unit and Currency will appear in the drop-down. 



11. Amount will be automatically calculated by Quantity * Unit Rate. 

 

 

 

 

12. The document types that can be uploaded as attachments are .PDF, .JPEG, .PNG, .JPG. 

13. Vendor will upload documents required by DMRC. 

14. The vendor will add their remarks for this overall request. 

15. Vendor can preview their request before submitting by clicking ‘PREVIEW’. 

16. A notification in terms of an SMS and email on contact details is used for signing up for 

this      particular contract. 

17. Vendors can add remarks for every item that they add. 

 
Once the vendor is done with entering the items of BOQ, they can press submit for it to show 
as a request to the executive nodal officer for approval. 
 

5. PROVISIONAL PAYMENT VENDOR ENTRY 
 

 

This option will be used by the vendor in case he wishes to request for advance/advance payment. 
The vendor will enter the details of the advance payment. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

All the contracts for that particular vendor will be displayed in a grid for which he can enter a request 
for advance entry. 
Vendors can view the existing bills entered by clicking VIEW BILL for a particular contract. Vendors 
can add a new advance bill by clicking ADD. 

 
 

 

1. Vendors can add as many items as they want and add relevant details for them as required in 
the screen like quantity, unit rate, unit, and currency. 

2. Vendor will input the necessary details and the amount will be calculated automatically. 
3. Vendors can add remarks for every item that they add. 
4. Vendor will upload documents required by DMRC. 
5. The vendor will add their remarks for this overall bill. 
6. The vendor will choose the type of Advance Payment from the drop-down for which they wish 

to create this request. 
7. Vendor can preview their request before submitting by clicking ‘PREVIEW’. 

8. Vendor can temporarily save advance bill details before final submission by clicking ‘SAVE’. 
9. After all information has been entered by the vendor, they will press ‘SUBMIT’ and the request 

will be submitted to the executive nodal officer for this contract. 
10. A notification in terms of an SMS and email on contact details used for signing up for this 

particular contract. 



6. RA BILL (With Abstract) VENDOR ENTRY 
 

 

This option will be used by the vendor in case he wishes to request for payment AGAINST 
BOQ items. The vendor will enter the details of the bill. 
 

All the contracts for that particular vendor will be displayed in a grid for which he can enter a 
request for bill entry. 



Vendors can view the existing bills entered by clicking VIEW BILL for a particular contract. 
Vendors can add a new bill by clicking ADD. 

 

 

 
1. The vendor will choose the BOQ items against which he wishes to raise a bill. 
2. The vendor can either apply a percentage of quantity on the overall bill or against each 
individual  item. 
3. Once a request is created for a particular item of a certain quantity, the vendor can also 
create another request for the same item of the remaining quantity. 
4. The vendor can also input a partial quantity for the service item selected and t the percentage 
will be calculated automatically. 

5. The vendor can temporarily save the bill details by clicking SAVE before final submission. 
6. Vendors can add remarks for every item that they add. 
7. The document types that can be uploaded as attachments are .PDF, .JPEG, .PNG, .JPG. 
8. Vendor will upload documents required by DMRC. 
9. The vendor will add their remarks for this overall request. 

10. Vendor can preview their request before submitting by clicking ‘PREVIEW’. 

11. A notification in terms of an SMS and email on contact details used for signing up for this 
particular contract. 

12. Appropriate notifications will be sent to the vendor and executive nodal officer. 



7. RA (Without Abstract) BILL VENDOR ENTRY 
 

 

This option will be used by the vendor in case he wishes to request for payment against BOQ 
items. The vendor will enter the details of the bill. 

 
 

All the contracts for that particular vendor will be displayed in a grid for which he can enter a 



request for bill entry. 

 

Vendors can view the existing bills entered by clicking VIEW BILL for a particular contract. 
Vendors can add a new bill by clicking ADD. 
 

1. The vendor will choose the BOQ items against which he wishes to raise a bill. 
2. This will be generated when some specific documents like MB book are generated and 

available with the vendor. 

3. The vendor can either apply a percentage of quantity on the overall bill or against each item. 

4. The vendor can also input a partial quantity for the service item selected and the percentage will 
be calculated automatically. 

5. Once a request is created for a particular item of a certain quantity, the vendor can also create 
another request for the same item of the remaining quantity. 

6. The vendor can temporarily save the bill details by clicking SAVE before final submission. 
7. Vendors can add remarks for every item that they add. 
8. The document types that can be uploaded as attachments are .PDF, .JPEG, .PNG, .JPG. 

9. Vendor will upload documents required by DMRC. 
10. The vendor will add their remarks for this overall request. 
11. Vendor can preview their request before submitting by clicking ‘PREVIEW’. 
12. A notification in terms of an SMS and email on contact details used for signing up for this 

particular contract. 
13. Appropriate notifications will be sent to the vendor and executive nodal officer. 



8. FINAL BILL VENDOR ENTRY 
 

 

This option will be used by the vendor in case he wishes to request for final payment against 
the remaining items of the BOQ. 
 

All the contracts for that particular vendor will be displayed in a grid for which he can enter a 
request for bill entry. 

Vendors can view the final bill by clicking VIEW 



 
 

1. All the items will be displayed in the final bill along with their non-billed quantities. 
2. Total deductions and amounts payable will also be shown on the screen. 
3. Vendors can add remarks for every item that they add. 
4. The document types that can be uploaded as attachments are .PDF, .JPEG, .PNG, .JPG. 
5. Vendor will upload documents required by DMRC. 
6. The vendor will add their remarks for this overall request. 
7. Vendor can preview their request before submitting by clicking ‘PREVIEW’. 
8. A notification in terms of an SMS and email on contact details used for signing up for this 
particular contract. 
9. Appropriate notifications will be sent to the vendor and executive nodal officer. 



9. Add New Contract 
 

 

This form will be used by an existing vendor to add new contract awarded to them by DMRC. 



 



1. The vendor will not be required to perform a new sign-up when a new contract is added, they 
will log in through their existing ID and create an ‘Add new contract’ request by filling in the 
necessary details. 

2. Once the request is submitted successfully, the contract will start showing as a new card on the 
vendor dashboard with the status as pending. 

3. Vendor will set if the contract is stamp applicable; if yes, select the contract number from the 
dropdown. 

4. The document types that can be uploaded as attachments are .PDF, .JPEG, .PNG, .JPG. 
5. Vendor will upload documents required by DMRC. 
6. The vendor will add their remarks for this overall request. 
7. Vendor can preview their request before submitting by clicking ‘PREVIEW’. 
8. A notification in terms of an SMS and email on contact details is used for sign-up for the 

vendor. 

9. The vendor and DMRC nodal officer will get appropriate notifications in terms of SMS and 
email. 

 

 
10. Vendor Modification 
 

 

This form will be used by the vendor to update their existing details for a contract in the VPP. 



 
 

1. The vendor can generate a request to change their personal and bank details for a 
particular contract. They will also have an option to choose among the existing contracts on 
which they wish to effect these changes requested. 

2. The vendor will upload all the necessary documents and submit the request along with 
their desired remarks. 

3. The vendor will not be allowed to change the GST registration number and PAN number 
as they are used to uniquely identify a vendor in the VPP system. 

4. The document types that can be uploaded as attachments are- PDF, JPEG, PNG, and JPG. 
5. Vendor will upload documents required by DMRC. 
6. The vendor will add their remarks for this overall request. 
7. Vendor can preview their request before submitting by clicking ‘PREVIEW’. 
8. A notification in terms of an SMS and email on contact details used for signing up for this 

particular contract. 
9.  Appropriate notifications will be sent to the vendor and DMRC nodal officer in terms of 

SMS and email. 



VPP Store Module User Manual for Vendor 
 
 
 

1. VENDOR SIGNUP VENDOR ENTRY 

 

This option will be used by the vendors as a first step to get on boarded into the portal by 
entering the contract's basic details and contact information. 
 

 
A new vendor will click Vendor SIGN UP on the landing page to proceed for signup to vendor 

payment portal. 
 

 

 
9. The vendor will select the type of contract for which he wishes to onboard. He can choose 

Store as contract type. In case of Store, the user will input the PO number, in case of Non 
store; the user will input LOA number and lease number in case of Lease. 

10. The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG. 
11. Vendor will upload documents required by DMRC. 



12. Vendor will add their remarks for this overall request. 
13. In case of multiparty vendors, multiple vendors can be on-boarded with the same LOA 

numbers into VPP with different login id. 
14. If in case of multi-currency PO, the vendor will create two sign up requests and choose multi- 

currency so that two vendors can be created and two separate PO can be created. 
15. Vendor will also choose the nodal/purchase officer which will remain the same throughout the 

course of contract if there is no transfer case. 
16. A notification in terms of an SMS and email on contact details used for sign up for this particular 

contract. 
 

Once the signup request has been generated successfully, the vendor can track their 
application on clicking TRACK APPLICATION on the landing page. 
 

On the track application page, vendor will choose the type of contract and enter the respective 
number. Status will be shown as ‘pending’ if the application is yet to be processed and 
approved/rejected upon nodal officer action on it. 



2. PROVISIONAL PAYMENT VENDOR ENTRY 
 

 

This option will be used by the vendor in case he wishes to request for advance/advance 
payment. The vendor will enter the details of the advance payment. 



 
 

1. All the contracts for that particular vendor will be displayed in a grid for which he can enter a 
request for advance entry. 

2. Vendor can view the existing bills entered by clicking VIEW BILL for a particular contract. 
3. Vendor can add a new advance bill by clicking ADD. 
4. Vendor will input the necessary details and amount will be calculated automatically. 
5. Vendor can temporarily save advance bill details before final submit by clicking SAVE. 



3. STORE BILL VENDOR ENTRY 
 

 

 
This option will be used by the vendor in case he wishes to request for payment against BOQ 
items. The vendor will enter the details of the bill. 
 

All the contracts for that particular vendor will be displayed in a grid for which he can enter a 
request for bill entry. 



Vendor can view the existing bills entered by clicking ‘VIEW BILL’ for a particular contract. 
Vendor can add a new bill by clicking ‘ADD’. 
 

1. Vendor will choose the BOQ items against which he wishes to raise a bill. 
2. The vendor can enter quantity against each individual item. Partial bill can also be generated 

for any service line item by entering the quantity they wish to generate bill for. 
3. Grid will also show the quantity for each service item for which bill has been already requested 

under ‘Billed Quantity’; 
4. Once a request is created for a particular item of a certain quantity, vendor can also create 

another request for the same item of the remaining quantity. 
5. Vendor can temporarily save the bill details by clicking SAVE before final submit. 
6. Vendor can add remarks for every item that they add. 
7. The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG. 
8. Vendor will upload documents required by DMRC. 
9. Vendor will add their remarks for this overall request. 
10. Vendor can preview their request before submitting by clicking ‘PREVIEW’. 
11. A notification in terms of an SMS and email on contact details used for sign up for this particular 

contract. 

12. Appropriate notifications will be sent to the vendor and executive nodal officer. 



4. Add New Contract 
 

 

This form will be used by an existing vendor to add new contract awarded to them by DMRC. 
 

1. The vendor will not be required to perform a new sign-up when a new contract is added, they will login 
through their existing id and create a ‘Add new contract’ request by filling in the necessary details. 

2. Once the request if submitted successfully, the contract will start showing as a new card on the vendor 
dashboard with the status as pending. 

3. The vendor can generate a request to change their personal and bank details for a particular contract. 
They will also have an option to choose among the existing contracts on which they wish to effect these 



changes requested. 
4. The vendor will upload all the necessary documents and submit the request along with their desired 

remarks. 
5. The vendor will not be allowed to change GST registration number and PAN number as they are used to 

uniquely identify a vendor in the VPP system. 
6. The document type that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG. 

7. Vendor will upload documents required by DMRC. 
8. Vendor will add their remarks for this overall request. 
9. Vendor can preview their request before submitting by clicking ‘PREVIEW’. 

10. A notification in terms of an SMS and email on contact details used for sign up for this particular 
contract. 

11. The vendor and DMRC nodal officer will get appropriate notifications in terms of SMS and email. 

 
 
 
 
 

VPP Lease Module User Manual for Vendor 
 
 

1. VENDOR SIGNUP VENDOR ENTRY 

 

This option will be used by the vendors as a first step to get on boarded into the portal by 
entering the contract basic details and contact information. 
 

 
A new vendor will click Vendor SIGN UP on the landing page to proceed for signup to vendor 

payment portal. 



 
 

 

1. The vendor will select the type of contract for which he wishes to onboard. He can choose 
Store, Non Store or Lease. In case of Store, the user will input the PO number, in case of 
Non store; the user will input LOA number and lease number in case of Lease. 

2. The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG. 
3. Vendor will upload documents required by DMRC. 
4. Vendor will add their remarks for this overall request. 
5. In case of multiparty vendors, multiple vendors can be on-boarded with the same LOA 

numbers into VPP with different login id. 
6. If in case of multi-currency PO, the vendor will create two sign up requests and choose multi- 

currency so that two vendors can be created and two separate PO can be created. 
7. Vendor will also choose the nodal/purchase officer which will remain the same throughout the 

course of contract if there is no transfer case. 
8. A notification in terms of an SMS and email on contact details used for sign up for this particular 

contract. 
 

Once the signup request has been generated successfully, the vendor can track their 
application on clicking TRACK APPLICATION on the landing page. 



On the track application page, vendor will choose the type of contract and enter the respective 
number. Status will be shown as ‘pending’ if the application is yet to be processed and 
approved/rejected upon nodal officer action on it. 
 

2. VENDOR REGISTRATION 

 

Once sign-up is successful, vendor will login into the portal with the credentials provided. Upon 
login, vendor will be redirected to the registration form directly. 
 

 
1. The vendor will be identified in the system on the basis of GST, PAN and Account Number. 

2. If the vendor already exists in SAP, the finance nodal officer will have an option to either again create 
new vendor or use the existing vendor for this request. 

3. The email and mobile number will be auto-filled from the VPP system. 
4. Title, Country and Region will appear in drop down. 
5. The document type that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG. 
6. Vendor will upload documents required by DMRC. 
7. Vendor will add their remarks for this overall request. 

8. Vendor can preview their request before submitting by clicking ‘PREVIEW’. 
9. A notification in terms of an SMS and email on contact details used for sign up for this particular 

contract. 



 
 

Once the vendor details are filled successfully, the contract will appear on the vendor 
dashboard as pending. 
 

3. PAYMENT TO DMRC VENDOR ENTRY 
 

 

This option will be used by the vendor in case he wishes to add a lease type of request onto the 
portal. 



 
 

All the contracts for that particular vendor will be displayed in a grid for which he can enter a 
request of lease type. 
 
 

1. The vendor can add as many items as he wishes. 
2. The details can be temporarily saved before the final submit by clicking SAVE. 
3. Vendor can add remarks for every item that they add. 

4. The document type that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG. 
5. Vendor will upload documents required by DMRC. 
6. Vendor will add their remarks for this overall request. 
7. Vendor can preview their request before submitting by clicking ‘PREVIEW’. 
8. A notification in terms of an SMS and email on contact details used for sign up for this particular 

contract. 
9. Appropriate notifications will be sent to the vendor and executive nodal officer. 



4. Vendor Modification 
 

 

This form will be used by the vendor to update their existing details for a contract in the VPP. 
 



1. The vendor can generate a request to change their personal and bank details for a particular 
contract. They will also have an option to choose among the existing contracts on which they 
wish to effect these changes requested. 

2. The vendor will upload all the necessary documents and submit the request along with their 
desired remarks. 

3. The vendor will not be allowed to change GST registration number and PAN number as they 
are used to uniquely identify a vendor in the VPP system. 

4. The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG. 
5. Vendor will upload documents required by DMRC. 
6. Vendor will add their remarks for this overall request. 
7. Vendor can preview their request before submitting by clicking ‘PREVIEW’. 

8. A notification in terms of an SMS and email on contact details used for sign up for this particular 
contract. 

9. Appropriate notifications will be sent to vendor and DMRC nodal officer in terms of SMS and email. 

 
 

5. Add New Contract 
 

 

This form will be used by an existing vendor to add new contract awarded to them by DMRC. 



 
 

1. The vendor will not be required to perform a new sign-up when a new contract is added; 
they will login through their existing id and create a ‘Add new contract’ request by filling in the 
necessary details. 

2. Once the request if submitted successfully, the contract will start showing as a new card on the 
vendor dashboard with the status as pending. 

3. The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG. 
4. Vendor will upload documents required by DMRC. 
5. Vendor will add their remarks for this overall request. 
6. Vendor can preview their request before submitting by clicking ‘PREVIEW’. 
7. A notification in terms of an SMS and email on contact details used for sign up for the vendor. 

8. The vendor and DMRC nodal officer will get appropriate notifications in terms of SMS and email. 



Glossary 
 

 
Sr. 
No 

Item Description 

1. Captch
a 

Security question on each login 

2. PO Purchase Order 

3. LOA Letter of acceptance 

4. Upload Button which will be clicked to upload document 

5. Bill % Partial percentage can be applied to each quantity for payment 

6. Lease - 
Bank 

Bank that will be used for payment 

7. Lease - 
Payme
nt ref 
no 

Payment reference number for generated for payment 

8. Amount Auto calculated by quantity * rate 

 


