
 
 

 

Please note that Manager(HR) at Circle & Dy. Manager(HR) at Division level can login to this portal 

for submitting work order to contractor. 



 
 



 
 

 



 
 

 



 
 

Here you have to enter Validity date for Employee Registration, Mobile no. of contractor & total no. 

of zone wise & skill wise workers required . 
 

After clicking “Save” button, User can click on “Submit” button which will be enabled after saving. 

Clicking on “Submit” button will send SMS to Contractor for Login id & password along with URL of 

SAMPARK portal. Hence it is important to check correctness of Mobile no. of Contractor. 



 
 

 

Then Contractor an login to SAMPARK Portal using Vendor code as user id & Password as 

“welcome”. System will force contractor to change his/her password at the time of first login. 



 
 

After login, Contractor name will be displayed in Top Right corner of the screen as above. 

Then contractor should click on “Contractor Details” which will display following screen. 

 
 

This work order which was submitted by MSEDCL HR user is now available to Contractor. Click on 

“Contractor details” icon which will display following screen. 



 
 
 

 



 
 

 



 
 



 
 

All documents except “IT Return” are mandatory before submission. 
 

 

Now when MSEDCL User logs in, he can click on “Contrator Details” page to see details of 

contractor submitted by contractor. 



 
 

Clicking “View” icon will display following screen. 
 



 
 

Here, “UpdateStatus” button is available to set the status of Contractor as “Blacklisted” or 
 

“Active”. Use this button only when status is to be changed. 



 
 

User has to click on the Check-box of mandatory documents which is displayed under “Verified” 

column at the bottom. Then only clicking “Approve” button will approve the details of Contractor. 

In case of wrong documents, MSEDCL user can click on “REJECT” by entering reason for rejection. 

Contractor can again upload the correct document & make any changes in the information and 

again submit to MSEDCL. 

 

 



 
 



 
 

 



 
 

 



 
 



 
 

 

 

Here only Pan card Copy & Adhaar card copy are mandatory. 



 
 

 



 
 

 



 
 

After confirming the worker details, contractor cannot delete it or even modify the details of 

workers. 

 

 



 
 



 
 



 
 



 
 

 



 
Contractor has to again click on check box and “Confirm” button so that details of this worker can be 

seen by MSEDCL user. 
 

Contractor can set the status of any worker as “Left” who is currently not working. Click on “Update” 

button to save this status. 



 
 



 
 

 
 Left worker Master List:- 
 
 

 
 
Select left worker master list,to get left worker list.After  that enter old order Id 
And click on get List button. 



 

 
 
 After selecting contractor and new order id,select check box  and click on move button 
to move left labour to new order



 
 

Now when Section head logs into portal, he will see only “Muster-cum-wage register” for submitting 

attendance as below. 
 

Clicking on “Get List” will display Worker’s details who are working under his section as below. 



 
 

Clicking on “Attendance details” will display following screen. 
 

Clicking on “submit Attendance” will display following screen. 



 
 

Section head can submit attendance for current & previous months only. He has to select the correct 

month form “Month” field. 
 

Section head can enter Local holidays count for that month. Then he has to enter only No. of 

“Absent Days” which will allow user to enter actual date of absence as below. 



 
 

Clicking “Calculate Wage Details” will display actual wages of that employee for that month as 

below. 
 

Clicking on “Add” button will create record of attendance for that worker for selected month. 



 
 

Section head can delete the record of attendance by clicking “X” button before clicking on “Confirm” 

button. After clicking “Confirm” system does not allow to delete the record as below. 
 

Section head has to click on “Confirm” button once attendance is entered correctly so that 

contractor can view this attendance. 

When Contractor logs into portal, he can see attendance as below. 



 
 

 

Click on “View” button which will display following screen. 



 
 

Contractor can click on “AbsentDates” to view actual date of absence as below. 
 

Contractor can click on “Agree” button if no. of absent days are correct. He can also click on 

“Disagree” if No. od absent days are not acceptable to him. “Reason for disagree” is mandatory if he 

clicks on “Disagree”. 

Now clicking on “Agree” button will display following screen. 



 
 

Now contractor can submit invoice for those workers for the month for which attendance is agreed 

by him. 

 

 

Click on “New Entry” will display following screen. 



 
 

Select Work Order no. as below. 
 



System will display Work Order date. Then select Month for which invoice has to be submitted. 
 

After selecting month, remaining details on screen will be auto displayed. 
 

It will show sum of all amounts of all workers whose attendance is agreed by contractor. 

Service Charges will be % of service charges mentioned by MSEDCL user as per tender rate while 

submitting order to contractor. This % is calculated on “Total Amount (A+B+C). 

Contractor has to click on “Save” button to save the record. After saving the record, system will ask 

to upload necessary documents as below. 



 
 

 

 

Here Only ECS Statement, ESIC statement & PF statement are mandatory. After uploading these 

three documents, contractor can click on “submit” button. Following declaration will be displayed. 



 
 

Contractor should read this declaration carefully & click on “OK” button. It will submit the invoice to 

MSEDCL HR user. 
 

In above screen, Payment details will get reflected once payment is done by Cashier in SAP. 

Now when MSEDCL HR user logs in he can see following screen. 



 
 

Clicking on “View” button will display invoice submitted by contractor. 
 



Invoice approval can be done by Dy. CIRO at Zone and CIRO at HO.Following screen will be displayed 

when CIRO at HO or Dy. CIRO at zone logs into portal. 
 

He can view the attached documents & can verify the correctness of these documents. If found ok, 

he can click on “Approve” button to approve the invoice. If documents are not correct then user can 

click on “Reject” button by mentioning Reason of rejection. 

When invoice is rejected, Contractor can see details as below. 
 

After rejection, contractor can again submit invoice for same month. 



 
 

User has to click on Each check-box and then only can click on “Approve” button. 
 

Now when MSEDCL HR user logs into portal, he can see following screen. 



 
 

Here MSEDCL HR user can check all the attached documents and click on “Submit To SAP” button so 

that these payment details will get reflected in SAP. 

Once the amount is paid by Cashier, then details of payment will be reflected under “Payment 

Details” part. 

  The End   
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