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Online Invoice Submission and Tracking Submitted Bills – For Materials PO only 

 

Salient Features: 

 Online Invoice submission is currently allowed for Materials Supply Purchase Order (PO) 

 Invoice submission is to be done online through BSL SRM/e-tender portal  

 On successful submission of invoice, vendor will get system generated mail of Online Bill Submission 

Reference No   

 Online Submitted bill status can be tracked through Vendor Document Status – Bills link as available in 

BSL SRM 

 

Online Invoice Submission: 

1. Open Google Chrom/MS Edge browser  

2. Login to BSL SRM/e-tender portal  

 
 

3. Click on “Bill Registration” link in RFx and Auctions screen 

 

 
 

4. Bill Registration screen pop-up as a new window: 

Select/click Register New Bill option and then click “Go” button 
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5. In the Invoice Submission screen Purchase Order No is to be put in PO No field 

 
6. Put 10 digit PO No and then press Enter button 

 
 

A. Required PO relevant fields auto-populate in the screen along with the list of GRs of that PO 

B. Following are to be filled: 

a. Invoice/Bill No – Invoice no to be put here 
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b. Invoice/Bill Date – Invoice Date to be put here (date format DD.MM.YYYY or date can be selected 

from Search option in Calendar there) 

c. Invoice Amount – Invoice Amount to be put here 

d. State (Place of Supply): To be selected from Search option there 

 
 

C. Multiple selection of GRs: 

If the subject invoice relates to more than one GR then Multiple GRs can be selected using CTRL 

button 

Sample screen: 

 
 

D. Check following Vendor Info(as available in BSL Vendor master against given Vendor code) as 

showing in the screen: 

a. GSTN 

b. Bank Account Number 

c. Bank Name 

 

 
Attaching Digitally signed Invoice pdf: 

a. Digitally signed pdf of Invoice is to be attached mandatorily 

b. Other Documents, if required can be attached 

Create Attachment: 

i) Click on Browse 

Single GR is selected here 

Multiple GRs are selected (here two GRs) 
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ii) Select required local file from your PC/Laptop (Name of file in your PC/Laptop to be done 

appropriately i.e Invoice document in your computer folder is to be named as Invoice) 

iii) Type File Brief Name 

iv) Click on Attach Button 

 
E. Confirm Declaration submission: 

Following Declarations are to be confirmed by checking the tick box, 

Few of them are mandatory - To be ticked and confirmed (Bill will not be submitted without confirming these)  

Few of them are optional     - Required to be ticked and confirmed as per case 

 

 
 

F. Bill Submission: 

9.1 Click on Submit button after doing all above entries and confirming all required declarations 

 

G. Email alert : 

Once bill submission is completed you will also be informed through mail with following content 

“You have successfully submitted your invoice and your bill submission no is 1000000083 . 

 

H. Viewing Submitted Bill 

Select Display Submitted Bill In Bill Registration selection screen and put Bill Submission No there 

Invoice 

Certf 
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Invoice 
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TrackingBill status: 

 

1. Click on Vendor Document Status link in RFx and Auctions screen 

 
 

2. Click on Bills 

a. Click on Show Quick Criteria Maintenance Button 

b. Reset Bill Registration Date, if required and click on Apply 

c. Bill Submission with its BSL Bill Registration No will display with its current status 

 

 
 

* For any issue/Query please mail to concerned Purchase Dealing officer 


