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Process Overview
A streamlined digital ecosystem for Vendor Onboarding, Invoice Submission, and 

Automated Verification against SAP records.



Accessing VIM Portal

Vim

1. Go to Coal India Limited official 

website.

2. Click on the VIM link as shown 

in the picture.



Login Screen of VIM Portal

Vim

1. Two types of users for signing in
a) Vendor

b) Employee

2. Vendor can Sign in as well as Register

by clicking on “Apply as a Vendor” link

.

3. Employee (HoD) can be registered by

click on “Activate Employee ID” link.



1. Vendor Registration

2. Vendor can Sign in as well as Register by clicking on

“Apply as a Vendor” link



New vendors must complete registration to access the portal. Key 

requirements include:

Mandatory Codes: Vendor Code, PAN, GST(Optional).

Contacts: Mobile & Email ID for OTP and Alerts.

Finance: Bank Account No. and IFSC Code.

SAP Validation: System automatically validates details against 

SAP data before approval.

Vendor Registration

Two different otp will be sent to email id and mobile number, 

after submitting otp within time the vendor will be onboard on 

VIM portal.

Note – in case email id or mobile number is not correct, kindly 

contact to concern department to update in SAP ERP.



User ID: Your unique Vendor Code.

Password: Sent automatically to the registered email address.

OTP Verification: A 6-digit code sent to the registered mobile 

for every login.

Vendor Login Access

After sucessfully registering on previous steps vendor can sign in 

with providing vendor code, password and otp send on mobile 

number.



Vendor Dashboard

• Vendor can see status of different submitted bills

• Few latest submitted bills

• Submit invoice

• Update Profile



Organization Units: Select Company, Plant, and Department 

from dropdowns.

PO Detection: System displays a pop-up indicating if a Purchase 

Order (PO) is required based on your selections.

Invoice Date: Must be less than or equal to current date.

Filling Invoice Details

If PO is available then department linked with PO will be 

displayed in Target Department

If PO is not available vendor can select concerned 

department



File Format: Upload high-quality scans of the original invoice.

Size Limit: Maximum file size allowed is 10 MB.

Mandatory: Submission is not possible without the attachment.

Visibility: Attached documents are instantly visible to the Nodal 

Officer for verification.

Invoice Document Upload

After submitting invoice an email will be sent to vendor as well 

as head of the concern department. 



Vendor Invoice Status

• Vendor can see status of different submitted bills



Employee (Head of Department) activation

• Click on “Activate Employee ID” link



Internal users register using their EIS Number. The system performs 

the following:

Auto-Fetch: Retrieves Name, Company, Dept Code, and HOD 

details from SAP.

Credentials: Password sent to official email ID post-submission.

Updates: Contact HCM module nodal officer for updation of 

details.

Employee (Head of Department) activation

• Two different otp will be sent on mobile number and email id once

submitted valid opt hod will be registered.

• Employee can login using userid, password and mobile number

otp.



Employee (Head of Department) Dashboard

• HoD can process bill showing in his dashboard



Employee (Head of Department) addition of members

• HoD can add his department officer by clicking on My

Team as approving authority, Bill processing officer,

employees.



Employee (Head of Department) addition of members

• Enter EIS and click on Search button, employee of the

same department can be added.



Forward / approve / reject bills

• An HoD can forward bill to members added.

• Members can be approver, BPO or employee

• .

• BPO once set details, HoD can approve the bill

• Any employee from the department can send bill

to all other added members of the same

department



SAP Matching

PO Number, Account Number, and 

IFSC are cross-checked with SAP real-

time.

Duplicate Check

System blocks identical [Invoice No + 

Vendor Code + FY] entries.

Time Logic

Invoice dates must be historical or 

current; future dates are rejected.

Core System Validations



Approved

A DAK Number is generated in SAP. Notification sent to user 

department.

Rejected

Reason displayed on portal. Vendor must re-upload with correct 

documents.

Post-Approval Outcomes
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