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User Manual of Micro Vendor Registration




1) Enter this URL www. http:// unipune.ac.in on your browser

"The University stands for humanism
and tolerance, for reason, for adventure
of ideas and for the search of truth. It
stands for the forward march of the
human race towards even  higher
objectives, If the universities discharge
their duties adequately then it is well with
the naticn and the people.”

- Jawaharlal Nehru
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2) Create Micro Vendor Account.
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e Verify Legal Business Name and Company Email with Email OTP.

= Integrated Procurement and Claim Settlement

Vendor

Home

tration

n

L hiversity Employee

Click the Track my Application menu.

Instruction for Regular Vendor Instructions for Micro Vendor

@ If the vendor registration process is rejected then following below steps:

Add your Application Id and Pan No. both are compulsory then you get OTP on the registered Mobile No.
After that you can view your Bill Inveice,Application Preview and also Verfication List.
Click on the Verification List and upload the Rejected Document.

n © Instruction Manual for Vendor Registration Process:

User Manual



= Integrated Procurement and Claim Settlement

Vendor

Create Micro Vendor Account

Legal Business Name Enter Legal Name of Business

Q T aoplicati Company Email” EnterCompany Email-id

Company Contact No* Enter Company Contact No

Go to Instruction

= Integrated Procurement and Claim Settlement

Create Micro Vendor Account

Enter Email OTP below to verify email id,
Email OTP *

nail OTP
Resend Email OTP in 02:44 minutes.

Verify Email QTP Cancel

Go to Instruction




3) Fill all required Company Details and click on proceed button.

Create Micro Vendor Account

Legal Business Mame*

Company Gt —

Company Contact No™

Company Details

PAMN Mumber® o.g. ABCDE1Z34F

Do you have G5T Mumber?

-- Belact -- W
Constitution of Business* - Calact - P
Org Registration country® - Salact -- I

Business Address*® Enter Business Address

Pin Code* Enter Pin Code

Upload Pan Card™
P = Lar Cheoosze File | Mo file chosen



4) Verify Authorized contact person details with mobile number and email id.

Authorized Contact Person Details

Person Name™

e I

Person Email*

Enter Email OTP and Mobile OTP below to verify email id and mobile number.

Mobile OTP * Enter Mobile OTP

Resend Maobile OTP in 02:26 minutes.
Email OTP * Enter Email OTP

Resend Email OTP in 02:26 minutes.

Go to Instruction

5) Fill all contact person details.

Authorized Contact Person Details

person Name' —

pran bl —
prsen el —

Alternate Mobile* Enter Mobile No

Person Designation* Enter Designation

Person Photo(.jpg /.jpeg - )
-Chcrcrse File | No file chosen
/png)”*

Go to Instruction




6) Verify all information shown.

If you want to edit details then click on EDIT button, else click on CONFIRM button.

= Integrated Procurement and Claim Settlement

Vendor Details

Application ID - 100290
Company Details

S _ o _
Contact No Constitution of Business Sole Proprietar

Address Pune Pin Code 411007

PAN Number ABCDE1234F Pan Card @

Contact Person Details
Mobile Designation abed
Profile Photo ’ SEF

CPPL EDUTECH FOUNDATION

7) After registration you will get User ID and Password through SMS and Email on
registered Mobile and Email.

Login with this details

= Integrated Procurement and Claim Settlement

Vendor Log In

UserID ©

Enter User ID

Password *
Enter password
@ Show Passwort

Enter captcha text *

Enter Captcha




8) After login open the dashboard, click on Business Category and add details.

@9 SPPU = Integrated Procurement and Claim Settlement

w ECH FOUNDATION
Dashboard

& Vendor Registration Complete Status

33% Completed

TEETEE T e S
@ ) o ®

Not Applicable

@ Dashboard

% Log Out

After clicking on the Business Category edit icon, the user will click on “Add Category”
button.

@9 SPPU = Integrated Procurement and Claim Settlement

W EDUTECH FOUNDATION . .
Dashboard Business Categories Add Category

& Vendor
Natur_Of Business Activity Nature of Business 1

@ Dashboard Mo data available in table

# Log Out |

Update Category Details here

Add Category Details

Mature of Business Activity*

Select Some Options

Business Category™

---Select Business Category--- "

Sub Business Category

---Select Sub Business Category--- v

Description

Enter Description

List of Business Category Details



= Integrated Procurement and Claim Settlement

@

& Vendor
Nature of Business 2
1 Service Provider Goods Agricultural or Forestry Testing y 4
< EpEn 2 Trader Goods Bearings Testing p 4

9) After clicking on Bank Details edit icon, the user will update his Bank Details here.

Integrated Procurement and Claim Settlement

‘Welcome! SPPU EDL
Dashboard

& Vendor Registration Complete Status

66% Completed

e = e S
(] @ = @™

Not Applicable

@ Dashboard

-

= Vendor Registration System E

Add Bank Details

Account Number: *

Name of the Bank : *

Bank Name

Name of the Branch : *

Type of Account : ©

- Select - v

Upload Document (Cancelled Cheque OR Bank Passbaok) {pdf only)*




10) User can Preview all information, click on preview button.

SPPU = Integrated Procurement and Claim Settlement

i elcome! SPPU EDUTECH FOUN

Dashboard

& Vendor Registration Complete Status

100% Completed

e

Not Applicable

@ Dashboard

% Log Out

= Integrated Procurement and Claim Settlement

Vendor Details

Application 1D/ Vendor 1D - 1002590
Company Details

Bussinass Marne SFPL EDUTECH FOUNDATION Compary Email _
Comiac No _ Constivution of Business Soke Proprietor

Address Pune i Conhi 4107
PN M ABCDET23SF Pait Card -

Contact Person Details

Babde Dusigiation abed

f <f

L LRl DL L)

mr:._m_

Sirdicn Prosdder Aoricukural or Fonesany Testing

2 Trader Goods Eearings Testing

e

CAMARA BAMK BHAMNIFET 123456780123 CHRBODOD361 L 3 Till Mokt Chaackad



11) Log out and go to Home page and you can track your application.

= Integrated Procurement and Claim Settlement

Instruction for Regular Vendor Instructions for Micro Vendor

User Manual
0 If the vendor registration process is rejected then following below steps:

» Click the Track my Application menu.

+ Add your Application Id and Pan No. both are compulsory then you get OTP on the registered Mobile No.
» After that you can view your Bill Invoice Application Preview and also Verfication List.

» Click on the Verification List and upload the Rejected Document.

Univel il ' Employee

n @ Instruction Manual for Vendor Registration Process:

12) You can track your registration verification status, OTP will get on mobile number of
authorise person.

= Integrated Procurement and Claim Settlement

& Vendor Track My Application

# Home
Aplication Number* PAN Number*

Enter Application Number Enter PAN Number Szl

University Employee

n




= Integrated Procurement and Claim Settlement

& Vendor Track My Application

Aplication Number* PAN Number*

100290 ABCDE1234F Szrileus

Q  Track My Application

tution of me of Company Em; Company Contact PAN Number Payment erification
Business Business Number Status Deh s

Sole Proprietor SPPU EDUTECH manishassss@gmail.com 0325552528 ABCDE1234F Not Applicable
FOUNDATION

University Employee

e Before verification user will see below status

Application 1D - [
Company Details

Business Name SPRU EDUTECH FOUMDATION Till not checked<:

Contact Mo Till not checked
Constitution of Business LLP Till not checked
Address PUME Till not checked
Pin Code 411007 Till not checked
PAMN MNumber ABCDELZIAF Till not checked
Pan Card an Till not checked
G5T Number 2IAAAAAD0D0ALTS Till not checked
G5T Document a Till not checked

Contact Person Details

Mame savitribai phule Till not checked
Email Till not checked
Maobile Till not checked
Designation Er.Managsr Till not checked

Till not checked

Profile Photo




e After verification done user will see below status

application 10 - 1N

Company Details

0 Teack by Apploation

Tt PTOGrabg
i Eard Wreapragin pure
v

(=]

P ol - Eepid

Contact Person Details

Mama -} Rcrmpted
idgsig . Beixmptid
Rrkigratas Corrop Ecveptid



