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All Telecom Circles

BSNL.

Sub: Implementation of Invoice Submission and Tracking System (BillSuvidha)- Reg.

During the past two years BSNL has been focusing on automation of various activities
particularly in the area of Bill processing and payments in order to create an environment which
is transparent and promote ease of doing business. Such initiatives are namely:
Implementation of Oorja Project, Franchisee Management System, Service Verification Portal,
Centralization of Payments etc. where ITPC and ERP Core Team have worked hand in hand to
make them successful

2. On the similar lines, a project was envisaged by the Management of BSNL where IT
interface is to be deployed in order to facilitate submission bills by various vendors and also
keeping the vendors updated about the status of their invoices at any given point of time. The
praject has been executed by ITPC and the application is interfaced with the SAP ERP System
to update relevant information for vendors with regard to the bills and invoices submitted by
them.

3. Features of the System:

(a) The Portal namely "Invoice Submission and Tracking System (BillSuvidha)” will work as
a single window facility where BSNL vendors of all Circles can submit and track the status of
their invoices in real time,

(b) The vendors can register on BillSuvidha Portal by registering their Purchase Order and
PAN Number. FolIowmg the registration they can both submit and track the status of the
invoices upto the payment stage. :

(c) The vendors shall upload the soft copy (PDF or Image Format) of invoices together with
supporting documents.

(d) Once the vendors have uploaded a bill for part of the goods delivered or services
rendered, the second and subsequent bills can be uploaded only for the balance quantities.

(e) The invoices submifted by the vendors are assigned to the MM user of the Circle
nominated for the purpose. Circle Nodal Officer shall further create business area level users.
The MM users shall process these invoices and approve the same. The portal shall

K~



automatically create the Service Entry Sheet (SES) for service related purchase order. The MM
user will have to select the official(s) who shall be responsible for processing of SES in SAP.

W) The SES approval and invoice posting shall be done in the SAP as per existing process.
Similarly in respect of goods receipts/MIGO, invoices approval work flow shall be done in SAP
ERP only. The relevant invoice acceptance and processing will be through BillSuvidha.

{s)] As and when the SES/MIGO and thereafter the payment is completed, in every stage
the actual status of the invoices from SAP ERP will get automatically updated in the BillSuvidha
Portal.

(h) The portal will also allow generation of internal reports about the pendency of invoices in
any applicable SAP ERP user position. :

(i) The existing processing of invoice submission in Service Verifibation Portal {SVP) and
Franchisee Management System (FMS) will continue to work separately.

For the detailed process flow may kindly refer to the attached Annexure drafted by ITPC.

4. It is clarified that at this stage the physical submission of the bills is not dispensed

with. The vendors will still be required to submit their invoices in physical form together with
supporting documents for the purpose of accounting, auditing, tax compliance. Nevertheless,
the concerned unit must be vigilant with regard to the invoices uploaded by the vendors and
take necessary action to ensure physical submission of the invoices. Processing of the bills in
SAP ERP shall not be held up merely on the ground that the invoices are yet to be received.
Physical receipt of the invoices must be ensured before the MIRO stage.

5. it is pointed out that the implementation of the system was discussed during the HOCC
held in August, 2022. Accordingly, the Head of Circles shall ensure that the Nodal and
Business Area user required for processing of invoices are created without any further delay.
Suitable efforts must also be made to familiarize the vendors and facilitate their on-boarding on
BillSuvidha Portal. it is also mentioned that ITPC team has already conducted Circle-wise
Training Programmes in this regard. '

For further operational guidance, Circles may kindly contact GM {Development), ITPC

Hyderabad.
b L=,
(Surajit Mandol)

Sr. GM (CA & ERP-FICO)

Copy to: -
. PPS to CMD, BSNL for kind information,

All Directors, BSNL Board (HR/CM/CFA/EB/Fin).

CGM, ITPC Hyderabad

PGM (CBB), BSNL Corporate Office.

GM (MM), BSNL Corporate Office.

GM (R&P), BSNL Corporate Office.

DN wN =



INVOICE SUBMISSION AND TRACKING SYSTEM

https://billsuvidha.bsnl.co.in

Scope:
To facilitate the vendor to submit the invoice and Track the status of the
invoice
Submitted
User Types:
% Vendorcode : OTP Based authentication, OTP will be sent to registered mobile
Number
“* PAN No :  Vendor with multiple vendor codes having same PAN No can login
with PAN Number and password
++ BSNL Officer : BSNL Officer will login with username and Password.

User Registration:

%+ Vendor can register through vendor code and PAN no with Mobile and Email OTP validation

¢ BSNL user will be created by the circle users of respective circles

*



for - Mow VWendor

vendor i BeNL Officer

Fiaidty LA B RS
S ly AN WO

Remernber Me 1

FALG
Usear Marmual

Vendor can login with Vendor code and OTP, to operate on POs and Invoices of individual vendor

Vendor can login with PAN No and password, to operate on POs and Invoices of all vendors having
same PAN no

BSNL Officer can login with username and password



VENDOR:

» Registration

# Add Purchase Order

¥ Submit Invoice against Purchase Qrder
3 Track Submitted Invoices

Fe

New Vendor can be registered, by clicking

Following modal will appear

SRS WVERDOE REGISTRATION

GOOIR01762 AEAPAGT RN

CAMCE

Click on

to validate Vendor code and PAN No combination.

If vendor code exists with this PAN No, and user is not created in 1SaTS Portal, then following fields
will appear as below

W NEW VENDOR REGIETRATION

ALAPARTSAM

Names of the User # Firmn Name *
L RAHAND SONS : W AND SONS

¢ £ Mail
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A , OTP will be sent to Registered mobile as well as

Please fill valid email ID, and click on
Email Id which is entered above. User has to fill the OTP as following

<
e

And clickon :

%2 , to create Vendor.




Addition of Vendor Purchase Order

Click on Menu item (Purchase Orders - Manage PO ), Page will appear as shown below
B3 PURCHASE ORDERS

3 POADDITION - PENDING % PO alDITION  BCORS

N recards Search:

Yendar CODE " FONe : REGQ, DATE FSTATUS
Y142 EFE 4700804278 10.66-22 PEREINGWITHERPFOR PO LATA
FR1GEGE 4722192124 250622 PERDING WITH £8P FOR PG DATA
TEI5B65 2279G9245% GEOF-22 PENRING WITH ERE FOR 00 DATA

Showing 1o 5 of 3 entries

To add New Purchase Order, click on =

: Pop up window will appear as below

DRER
ERP Purchasese Qrder No

v

£ pO Rumber Musd B3 tengrh

If vendor Login with PAN No, then vendor needs to enter Vendor code & Purchase Order No
If Vendor login with Vendor code hen vendor need to enter Purchase Order No only

And click on SUBKIT

» Purchase Orders which are already added by Vendor will appear in the above Table
» POs added successfully into | $Sa Ts system, will appear in “PO ADDITION — SUCCESS” Tab
» POs which are pending to get data from ERP will appear in “PO ADDITION — PENDING” Tab



Invoice Submission

Click on Menu item (Purchase Orders 2 Submit Invoice }, Page will appear as shown below

FPURCHASE ORDERS for VENDOR CODE [ G007 142178

W IRLTES Tgmarch
P M * B e FOARMDUNIT EYIER RINT INVQICE BNTIGRS FEIBEUT INVOICE
ATOOGRA2TE 314301 4 e

A2BBY 13553 180322 382500 HIVOInE Al pathy Ingrogress For s £E2
sfuiniber, Ploase check i Subrmitted
e do Cornplete old Favoice.

~f

Thowing 30 d of 2 entvies

Vendor can submit Invoice against registered purchase orders , vendor can submit at a time one
invoice and can raise another invoice once first invoice approval process completed.

Before Invoice Submission, vendor has to

» View / Edit PO Line Items as per the Invoice, for this click on

» Upload Supporting documents for the invoice, click on

¥ Upload Invoice and submit, for this click on

VIEW / EDIT INVOICE ENTRIES

click on ., Page will appear as below

BE VIEW / EDIT INVOICE ENTRIES

PO LN ltemlo

« VENDOR CGDE: 0001142176
* PONG 1 4700904278
v PO DATE 3 R e lrg

« PO VALUE i QRs

SERVICE ITEMQTY

Tota! Quantity as per | Quantity Already
BOITEM NO SERYIE HEMNO SERVICE ITER DESC PO Irvvoiced Balance Quantity invokee Quantity




Select PO Line items, from , as below

PO LINE e No

bl

Vendor can edit each line item wise or ALL line items at once based on the selection, will appear as

below

BEVIEW / EDIT INVOICE ENTRIES

« VENDORCODE:  DO01142176

+ PONO o 4700904278
« PO DATE o 3221
s PO VALUE . GRs

SERVICE TEMQTY

SERVILE e Tousl Quantity as per | Queniity Already
POITEW N WO SERVICE }TER DESC g levoiced fafance Quantity Invaice Quantity
. 1 CEA AR ONEOARDING 1182021 70 ; e R e
i . L S §17t | IR R I+ : |

TOTAL INVOIE AMOUNT FOR PO TR HG AL ¢ é/\s :
S

Input Invoice quantity against each service item as per the Invoice,

and click on , to save the entries.

iy

After completion of all entries as per Invoice, click on HACK to return to Invoice Submission page



UPLOAD SUPPORTING DOCUMENTS

click on Feiiaiiniis Aeiiisgiii |, to upload all required documents needed for

Invoice approval, Page will appear as below

EEADD INVOICE SUPPORTING DOCUMENTS

POND L A700904278
PO DATE : 311221
FO VALUE » ¥Rs

nt fype % @

Doyment TYHE

Document NAME  Flocument slia < L MB ) VIEW J UPL QAT EDERLITE ROVY

Click on “Select Document Type”, Vendor can select type of document from dropdown or can type

own document type and click on |

Docurment Type =

| Select Document Type ® e

Documents Uploaded will appear as below

DoLument Type

Document TYPE Docement NAME | Docisnent size < 2 AR } VIEW P UPLOAD #OELETE ROW

< .
sia CEELECT ERLE

Attach document by clicking on “SELECT FILE” and click on , and to delete entry

click on




Documents uploaded will appear as follows

Dovment 1YPE Dotumen] NAME [ ovaeiong slas < TR VIEW 7/ UBLOAD

FIELEIE ROW

sfa sin_G007 1821764700804 275 030

To view the Document Click on To delete Document click on

After completion of Documents upload, click on *

SUBMIT INVOICE

click on Page will appear as below

TR SUBMIT INVOICE

- to return to Invoice Submission page

VENDORCODE:  0OD114217%

PO DATE L 3ET
RO VALUE t GRs

ntense Technologies Lid
FO RO H 4700308278

POTTEN ND SERVICE ITEM NG SERVICE ITEM DESC HVQICE GTY SERVICE ITERS RATE (RS} VOILE VALUE (Rs.)
b4 W CEA CAF ONBOARDING 01102021 TG 42000 250 i
21123021 '
TOVAL BEVSICE AMOUMT (R ) pe ]
INVOILE BETAS

FELTCTYENDGOR TYPE

L OATH

Check all the Entries made, fill the form and upload Invoice document and click on
submit the Invoice

Note:

» Invoice Date must be not older than 30 days
¥ GST Registered vendor has to upload GST Invoice only




INVOICE STATUS & TRACK INVOICE

To view all the Submitted Invoices, click on (inveice = Submitted Invoices ), Page will be as

shown below

SUBMITTED INVOICES for VENDOR CORE : Doutidzi7s

L IRGON - INVINGE PEMNDING FOR Y s ALTION

& QUTEDXK - INVDICES SUBMIHTIED BY VENTDIOR

B v rasords Search:
N HOECE HEVDICE SUBAHTIED EUBAHTTED
HO MO G ARTOUNT i By, NOICE DOCUMENTS INVGICE DBATA
sdeding 5600 e

% Invoices which needs Vendor action will appear in “INBOX"

% Invoices which are successfully submitted to MM Officer will appear in “OUTBOX”

¥ To view History of Invoice, clickon PONO ©

Invoice History for Invoice No @ sde/iny

USERNAME LEERTYPE USER REMARKS

TIE STAMP

001142176 VERDOR NEWINVOI(E GENERATED

TRGG2022

» To View Invoice Data click on

» To view Invoice Supporting documents, click on

» To view Invoice Document, click on &

CEOSE ]




TRACK INVOICE

To view all the Invoices against a PO, click on (Invoice = Track Invoice ), Page will be as shown

below.
52 TRACK INVOICE

ERP PO Humboy

- Detact B RIG

Vendor can select a PO or Enter PO Number and click on

in ERP will appear as below

E3 TRACK VOICE

%@%, all the Invoices against the PO

% w fEard Segrch -
; 1NV AMT iin PASKED &
PONG NG 853 NV SUBMTTED BATE ¥ APPROVAL DATE FRYRIENT DATE B STATUS
A70613553 SR A 9217503 2740582 5522 Payment in Prncess
MM s

Showing Tto §of Terdties




BSNL User

» Circle level User : This User will be created by ITPC Team, based on requirement and template

Submitted

# BALevel f SSA Level / MM User will be created / Deleted by Circle User

¥ Circle User will map vendor to corresponding MM Officer

MM OFFICER

¥ Update Purchase Order Details and Upload PO Document
¥ View and act on Invoices submitted by Vendor

» Track Vendor Invoices against vendor PO

UPDATE PO

Ta update PO Details,

Click on, Purchase Orders = Verify POs, Page will appear as follows

i3 PURCHASE QRDERS - VERIFY PO DETAILS

& vireors Search;
Vendor Cede # PO fo RO Date FramDate Tobate View ¢ Uptoad O COPY VERIFY PO DETALLS
S NeNTe 4700913550 150322 M2 40612
i 1142176 4706504278 3 Q50022 U7
Gltri2i5505 4708518108 30322

Shoving 1o 3of Jeriries




» To Upload PO, click on » pop up window will appear as below

PO D ARSI TR

§Fife slva = P AEH G

Click on SELCT FILE , to attach PO document and Upload

» To View PO Document already uploaded, click on

3 To Update PO Details, click on , a Pop up window appear as below

Purchase Order betatls for PONG : 4700916109

Storsge Locatl

Fill all Details and Click on 7 ## 15 F¢ , to submit the changes



VENDOR SUBMITTED INVOICES

To view all the Submitted Invoices by Vendor, click on {Invoices - Submitted Invoices ), Page will
be as shown below

#E VENDOR SUBMITTED INVOICES

L WNBOK ~ INVGICE PINDING FOR MM ACTION B CUTBOX VOIS REVIEHED BY MM

= v rEcEEs Seeriv -

. . HVOICE [NVOIE SUBATTED SUSKITTED
YENDOR CODE PORHD wNO ARMGUNT In RS, INVOICE BOCUBMENTS BEAOICE DATA FACTION

GOO215855 f= 44000

1

waning 150 2 of  eobries

» Invoices which needs MM Officer action will appear in “INBOX”

> Invoices which are Processed / Rejected by MM Officer will appear in “OUTBOX”

» To view History of Invoice, click on PO NO

invoice History for Invoice No : sdefiny

UBERMAME LSER TYPE LSRR RER{ARKS THAL STANMP

01142176 YERGOR FMEW INVOICE GENERATED 12.06-2022

CLOSE

> To View Invoice Data click on

» Toview Invoice Supporting documents, click on |

> To view Invoice Document, click on



» To Recommend the Invoice for Processing, Click on

s

TRACK INVOICE

# To Reject the Invoice and send it back to Vendor for Resubmission, Click on

To view all the Invoices against a Mapped Vendor PO, click on (Invoices > Track Invoice ), Page

will be as shown below.

B3 TRACK INVOICE

ERP B Mumher »

Lot PO RO

4700504278

ooy

gg.
we

s

MM Officer can select a PO {or} Enter PO Number which belongs to Vendor mapped to MM

Officer and click on

B TRACK INVOICE

., all the Invoices against the PO in ERP will appear as below

v rEs Segrch
. JbORVAMT INY SUBMITTED INV APPROVAL PASSED & RO WORK
VENGOR NAME WENO fin Rsd DATE DaTE PAYIMENT DATE IV STATUS RaOw
Irmense S ) ANhG THRE Hna Papmest inFrocess 1
Technotoges id EAHTR R,

Shsing V1o of f enfriss




Click on MIRO Work flow Button |

MR Work Flow Document

H HQ

BESSA0Y-22

SRR

HARGEURARY

Aecounts Difiees (Regular)

FORWARDED
oM 23082

SR021-22

2947030250

04401538

SYAMSUNDARER

Chiel Aczoumes Sificer {17 A}

RzDiRE(TED
Oy 230827

SRR 390322 FEOINNY ANBIATR Aear. Geateral M FORWARDED
O%: 2340821

38072021-22 316322 107030258 89103053 BERZY TR Deputy Seneral Manager (L1 A APPROVED
OGN 240801

SBLSR0EN-2E 318322 SRS 99163832 ERIYTA Depuy Geneval Manager L7 43 AFPROVED

GY: 23341




