
 

 

MANUAL OF VENDOR INVOICE TRACKING SYSTEM FOR VENDOR LOGIN 

 

-Vendor Invoice Tracking System Portal is designed to play an important role in providing easy access to  

information and processes related to SAP while making everything transparent for all employees and 

Vendors. 

 For Vendor Invoice Tracking System use link: https://vits.mahadiscom.in/VendorBillTracking/  

- Enter Vendor User Name and password and click on generate OTP button provided. 

-OTP will be send to your registered mobile number. 

-Enter the OTP received and select Vendor option  
- Vendor User name is SAP Vendor Code. 
- For first time login users default Password is “welcome”  
- Click on Login Button. 

Note:  Option for opting English or Marathi as language is provided on the right corner. 

 

 - Set New password  



 

 

 

 

 
 
-For reset password enter username and select user type vendor and click on reset password 
link. 



 

 

 
 
-OTP will be sent to vendor registered mobile number . 

-After entering correct OTP password will be reset to welcome. 

 
- After log in dashboard will appear. 

 
 

 
 
 



 

 

Click on Submit Vendor Invoice. 

 

After click on Submit Vendor Invoice below screen will appear. Then click on New invoice Details. 

 

 
- Vendor should submit hard copy of  Invoice to  MSEDCL office  first  and then enter Invoice online.  

- Here Vendor  has to enter PO Number, Invoice number and  Invoice Amount (including taxes),Invoice 

Date,Invoice Inward Date in the Invoice form. 
 

 

 
 
-Line items in PO can be selected by clicking on show PO Details button provided next to PO number. 



 

 

 
  
-Select the line items against which invoice has to be created. 
 
-The plant location according to the selection of line items will get available at submit At . 
 
- After entering all above value click on save button.  
 



 

 

 
- Select the file & upload it using upload option. File size should be upto 1024 kb.  

 

-Invoice  documents can be attached by selecting invoice document option from the drop down menu. 

 

- Then click on submit button.  

 

- Once vendor submits the invoice form vendor cannot make any changes in it. So please make sure that 
the data entered is correct or not then only click on submit button. 
   
 
-Status of progress in SAP  related to the invoice submitted by the vendor will be communicated to the 
vendor through sms and email on registered email and mobile number. 
 



 

 

 

After clicking on submit vendor invoice ,Invoice status will change to submitted and invoice will be 

available to msedcl employee for approval or rejection purpose. 

After submission of invoice, message of invoice submission will be received on vendor’s registered 

mobile number and registered email id. 

If Invoice gets verified or rejected by MSEDCL Employee ,the same will be intimated through sms and 
email. 
 

-On the same page of creation of new invoice details,Vendor also gets the list of all the invoices which 

are created by the vendor. 

 

CREATION OF NON PO INVOICES: 

-Vendor can submit invoices which are not having Purchase Order number/ Project Id. 

-To Submit Non Po invoices click on tab of Submit Non PO Invoice. 

-Fill the details of zone,circle,division , subdivision as per your plant. Atleast Zone should be provided. 

-Provide Invoice number ,nature of work ( procurement/works /project system). 
 
-Fill Invoice Amount,Invoice Date,Inward Date,Invoice From Date and Invoice To Date. 
 
-Work completion details can be specified in space given of max 300 characters. 
 
-After filling all the details save the invoice. 



 

 

 

 

-Non PO Invoices saved above will be available in submit vendor invoice tab labeled Non PO Invoices. 

 

-Non PO invoices will be available to get linked with PO Number/Project Id once PO Number/Project Id is 

created in SAP system. 



 

 

 

-List of invoices are available in Non PO Invoices Tab. 

-By clicking on the view tab invoice can be linked with po number/project Id. 

Search Criteria can be used to filter the list provided on the basis of PO Number,Application ID,Invoice 

Number and Invoice date. 

 

 

 



 

 

 

By clicking on the View button vendor will get the screen showing vendor invoice  form. 

 

 

If the Vendor Invoice form status is Verified then status of invoice  can be tracked  by  Vendor. 



 

 

 

-After Verification of invoice invoice status will be visible in list. 

-By Clicking on View button following form will be opened: 



 

 



 

 

 

-The Form displays the details of Invoice status ,tax details ,SES /MIGO Details, MSEDCL Invoice Details 

and Payment Details. 

 

 

 

 



 

 

 

 
- In “Summary” Option, you can get the summary of zone wise pending invoices.  
 

 
 

 
- Now Click on “vendor reports”, Various report for vendor in pdf format.  

 
 
Here in Report Name select the report name which you want to download the report.  
3 reports are available in report name drop down  
i) Statistics Report  
ii) Invoice not submitted  
iii) MSEDCL Vendor Report  
For Statistics report select Statistics Report option from the drop down of report name  
Enter your corresponding location of which you want to download the statistics report  
Along with the Invoice from Date & invoice To Date. 

 



 

 

 

 

Similarly you can download the report for Invoice not submitted and MSEDCL Vendor Report. 

 


