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Purpose 

This User Manual explains the steps for Login at Vendor Portal, how to resetting Password and how 
to upload Invoice at Vendor Portal 

Scope 

This document describes the user for below topics 

1. How to download User Manual and where to Contact Us for any query to Portal 

2. How to reset password with Forgot Password option 

3. How to unlock user ID 

4. How to Login 

5. How to upload Invoice 

6. How to track Invoice status and payment details 

7. How to download report  

Steps: 

Vendor Portal will be accessible Using Google Chrome or Internet Explorer 
browser only with below shared URL 
 
https://ssvp1.sunpharma.com/portal/login  
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1. How to download User Manual and where to Contact Us for any query to Portal 

You can  download “User Manual” from Login page as highlighted in below print screen and we have 
also shared “Contact Us” details at Login page 
 

  
Onclick of Contact Us option details of SSC Assitance as well as IT Assitance will apper with Contact 
person name, contact number and email ID. 
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On click of User manual option User Manual get downloaded as shown in below print screen. 
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2. How to reset password with Forgot Password option 

Click on “Forgot Password?” option at Login Page as show below print screen  
 

 
 
On click below new page will appear  

 
To reset password user has to enter correct Username and Registered Email ID which we have share 
with you after successful registeration as per shared details from your side 
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In case you don’t have details you can send mail to IT Assitance i.e. FAIT.Support@sunpharma.com 
from Contact Us details at Login page 
 
We have created Username as Vendor code mentioned on PO beside your company name. Username 
will be 8 digit Vendor code starting with 1 e.g. Vendor code at Sun Pharma PO mentioned as 
0010001111 then your username will be 10001111 after removing initial 2 zeros. And Register Email 
ID will be that email ID shared from your side at time of user creation. 
 

 
 
 
 
Enter shared username and registered Email ID by Sun Pharma Team as shown in above print screen 
and then click on Get Activiation Code Button to receive email on register Email ID with Activation 
Code to reset new password at your own. 
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Activiation Code will be send to your registered email ID from 
Omniflow.SSC@sunpharma.com with new Activation Code 
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Enter Activation Code received in email as highlighted in above print screen. 
 

 
 
And Enter New Password of your choise atleast of 8 char in combination of  1 upper case, 1 lower 
case and number, same password enter at Confirm New Password and then click on Save Button 
On successful change in password will prompt message as Account Activated successfully with New 
Password as shown in below print screen. 

 



[Vendor Portal User Manual] 

 

Page 9 

 

Then login with same User name and New set password to login at Vendor Portal to upload Invoices. 
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3. How to unlock user ID 

On unsuccessful login attempt more than 3 times then system will lock the user ID, if user ID is locked 
then how to unlock user ID at your own. 

 

Below message will prompt at Login page if user ID is locked, User has to click on “Unlock User Id?” 
option as highlighted in below print screen to unlock user ID 
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On click of “Unlock User Id?” option below screen will appear. 

 
To Unlock and Reset password user has to enter correct Username and Registered Email ID which we 
have share with you after successful registeration as per shared details from your side 
 
In case you don’t have details you can send mail to IT Assitance i.e. FAIT.Support@sunpharma.com 
from Contact Us details at Login page 
 
We have created Username as Vendor code mentioned on PO beside your company name. Username 
will be 8 digit Vendor code starting with 1 e.g. Vendor code at Sun Pharma PO mentioned as 
0010001111 then your username will be 10001111 after removing initial 2 zeros. And Register Email 
ID will be that email ID shared from your side at time of user creation. 
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Enter shared username and registered Email ID by Sun Pharma Team as shown in above print screen 
and then click on Get Activiation Code Button to receive email on register Email ID with Activation 
Code to reset new password at your own. If user enter wrong Username of Email ID then system will 
prompt below message 
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If user enter corret username and email ID then Activiation Code will be send to your registered email 
ID from Omniflow.SSC@sunpharma.com with new Activation Code 
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Enter Activation Code received in email as highlighted in above print screen. 
 

 
 
And Enter New Password of your choise atleast of 8 char in combination of  1 upper case, 1 lower 
case and number, same password enter at Confirm New Password and then click on Save Button 
On successful change in password will prompt message as Account Activated successfully with New 
Password as shown in below print screen. 
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Then login with same User name and New set password to login at Vendor Portal to upload Invoices. 
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4. How to Login 
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5. How to upload Invoice 

Click on Submit Invoice > PO option as shown in below print screen to load blank page for submitting 
Invoice  
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Enter below highlighted details i.e.  

1. PO Number (10 digit starting with 93 or 50 or 44) 
2. GST Invoice No (Your Invoice Number same as mentioned on your Invoice with / or -) 
3. Invoice Date  
4. Invoice Amount (Total Invoice Amount including of GST amount) 

Marked with red estric * are mandatory fields, Remarks is optional. 

After entering PO Number click on ADD button “+” without fail to auto fetch Company code, name, 
Vendor code and other details automatically. User does not have to enter these details manually. 
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After entring all mandatory fileds user has to attach Invoice and Supporting Document.  

 

 Invoice with digital sign is mandatory 

 Supporting in not mandatory and it can be allowed without digitally signed with specific file 
format as mentioned in above print screen with size limit of 10 MB max in total i.e. Invoice + 
Supporting Document 

 2 Supporting document are allowed to attach 

 After Choose File you need to click Attach Document button to add document in grid 

 File name of Invoice or Supporting document must not contain any special char and file name 
should not be too long i.e. not more than 20 char 
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6. How to track Invoice status and payment details 
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7. How to download report  
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Thank You 
 


