
 

 

  

Marketplace 

processes for 

supplier 
      



 

 

 

 

 

Registration: 

  

•  Users must create an account to access and use the marketplace platform 

• Select the Supplier 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 
 
 
 
 

• Fill in the required fields 

 

 

 
 
 
 
 

 

 

 

 

• Add location  

 

 
 
 



 
 

 

Login & Reset Password: 

 

● To avail NUPCO marketplace services Vendor user must login by entering User ID and 

password 

 

 

● User can retrieve forgotten password using “Forget Password” option 

 

 

● User should specify the E-Mail ID to reset password 

 

 

● An E-Mail with instructions will be sent to the Mailbox.  

 

 



 

 

 

 

 

Browsing Marketplace and accepting order: 

● Upon successful login the user is presented with the orders assigned to the supplier

 

● From here the supplier user can Accept/reject orders in status “Order waiting for 

supplier review” 

● On click on order number the supplier user will be navigated to the detail of the order 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

● Supplier user can reject the order giving appropriate reason. If reason is “OTHER” it is 

mandatory to enter a comment. 

 

 

 

 



 

 

 

 

 

 

 

● To accept an order first the user should confirm quantity and delivery date by clicking 

below button 

 



 

 

 

 

 

 

 

● Confirm Quantity and expiry date, Number of confirmed delivery days. User can also 

add a comment in the comment box. Here it is possible to confirm a lesser quantity and 

a higher number of delivery days. 



 

 

 

 

 

 

 

● Once the confirm quantity and delivery days form is saved a success message is 

displayed and Confirm order button is enabled. Click the Confirm order button 

 

● User have to accept terms and conditions and click confirm button to confirm the order 



 

 

● Once the order is confirmed, it will be assigned to Health entity for a PO Release and it 

will further be assigned to NUPCO Operator for further action 

● It can also be sent back by health entity requesting update of expiry date and number 

of delivery days 

 

 

 

 

 

 

 

 

 

 

Full Dispatch and Delivery of an Order: 

● Dispatch Button is enabled when the order is in Purchase Order is created by NUPCO 

● To do a Full dispatch the user should click on “Order Dispatch” Button 

● User can also download the PO and Invoice from the Order Page 



 

 

 

 

 

 

 

 

 

● A pop-up will  on click on “Order Dispatch” button which will show all the items in the 

order along with item quantity 

● For a full delivery order it is not possible to change the delivery quantity 

● User should enter Batch Number. 

● User can specify a delivery quantity Expiry Date to dispatch an order 



 

 

● Once dispatch is done successfully, a success message will be displayed 

● The Order Status will be updated to Order Dispatched 

● Order Delivered Button will be enabled 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

● On click on Order Delivered Button the order delivery form will pop up and user should 

Update following details in the form 

○ Invoice Number 

○ Delivery Note(Optional information) 

○ Actual Order Delivery date 

○ Upload NUPCO Invoice / Supplier Invoices / Delivery Note from Hospital 

○ Other Documents(Optional Document) 

● Once Updated the form click upload and create receipt to complete the delivery 

 

 

 



 

 

● On click on Upload and Create Receipt Button a confirmation message will be displayed 

● Order status will be updated to Order Delivered 

● Receipt will be created with status “nupco Review Document” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

  

 

 
 
 
 
 
 



 
 

Partial Dispatch and Delivery of an Order: 

● Dispatch Button is enabled when the order is in Purchase Order is created by NUPCO 

● To do a Partial dispatch the user should click on “Partial Dispatch” Button 

● User can also download the PO and Invoice from the Order Page 

 

 

 

 

 

 

 

 



 

 

● A pop-up will  on click on “Partial Dispatch” button which will show all the items in the 

order along with item quantity 

● For a partial delivery order it is possible to change the delivery quantity 

● User should enter Batch Number. 

● User can specify a delivery quantity Expiry Date to dispatch an order 

● If there is a free item in the order user can also specify Free product delivery quantity 

 

 

● Once dispatch is done successfully, a success message will be displayed 

● The Order Status will be updated to Partially Shipped 

● Order Delivered Button will be enabled 

● A new delivery note starting with 94 will be generated 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 



 

 

● The new invoice starting with 94 should be used for partial delivery 

● The new invoice display the delivered quantity and remaining quantity 

● It adjusts invoice value as per the delivered quantity 

● Total delivery charge and delivery vat is invoiced in the first partial delivery 

invoice 

 

 

 

 

 

 



 

● On click on Order Delivered Button the order delivery form will pop up and user should 

Update following details in the form 

○ Transporter Tracking ID (Optional) 

○ Actual Order Delivery date 

○ Upload NUPCO Invoice / Supplier Invoices / Delivery Note from Hospital  

○ Other Documents(Optional Document) 

● Once Updated the form click upload and deliver to complete the partial delivery 

 

 

 

● On click on Upload and deliver Button a confirmation message will be displayed 

● Order status will be updated to Partially Delivered 

● Receipt will be created with status “nupco Review Document” 

 

 

 

 



 

 

 

● Partial delivery button will be again enabled when the NUPCO Operator approves the 

receipt 

● A partial delivery order should be completed within 4 deliveries 

 

 



 

Manage Sent Back receipts: 

● A receipt can be sent back by operator to the supplier for correction 

● When a receipt is sent back the receipt status will be “Return For comment 

 

● The user should select the receipt and click edit icon for review and rework 

 

● A form will open and will allow to change the data or reupload the files 

● On click on Upload and create receipt button the updated data will be saved, the order 

will again be resubmitted for NUPCO review 

 

 

 

 

 

 

 

 



 

 

 

● After the receipt is saved the user should click send to NUPCO for review button 

selecting appropriate receipt, and it will be sent to NUPCO for review 

 

 

 



 

 

 

Management of Supplier letter: 

● User can access supplier letter page by clicking “Permissions” on header 

 

● User can start creating a letter request from this page. A letter can be created when the 

Order is in PO Issued Status 

 

● A pop up will come where user can enter the order number 

 

 

 

 

 



 

 

● Based on order number the products of the order will be listed as a drop down 

 

● Based on the selected item the product data will be populated automatically 

 

 

 

 

 

 



 

● User have to choose the reason and upload Importing Permission letter and Checklist 

document, and click create button 

 

 

● On submission a request will be created and assigned to NUPCO for review 

 

● As soon as NUPCO operator starts working on the request the request will be marked 

as in Progress 

 

 

 

 

 



 

 

 

 

● Once approved it will show a status approved and user can download the letter and 

general attachment from the letter request 

 

● An approved letter do have following information 

 

 

 

 



 

 

 

 

 

 

 

 



 

 

 

● Once approved the supplier must accept or send back the request. To send back, user 

must enter the reason in a pop-up 

 

 

 

● Once accepted user can download the letter and general attachment from the order as 

well 

 

 

 

 
 
 
 
 
 
 
 



 
 
 
 
 

Product management: 

● A supplier can request to update product data using manage product navigation in the 

header 

 

● Product Management page shows all the products assigned to the supplier 

  

 

● User can initiate a single edit clicking the below button 

 

● Following details can be updated via product management page as single edit 

 

 

 



 

 

 

 

 

● To do bulk edit the user must select multiple products and click bulk edit 

 

● As first step user can see the selected products and must click next to go to the further 

steps 



 

 

 

 

● In step 2 user should include the attributes to be updated 

 

● Once added click next 

 

● User should add the values to be applied in the next step and upload the official letter 

and confirm 



 

 

● To track a request user should go to Manage Request tab, where it lists all the requests 

 

 

 

 

● Once the request is approved the product data will be updated and will reflect in the 

marketplace 



 

 

 

 

 

 

 

 
 

 

Profile Management: 

● A supplier can access profile Management via profile in header 

 

● In User detail the user can Update Name of the user and the password 



 

 

 

 

 

 

 

 

 

● The Contact Us page is divided into following sections: 

○ Message 

○ Whatsapp and E-Mail 

   

● To contact NUPCO via message the customer should fill up a form with following data: 

○ First Name 

○ Last Name 

○ E-Mail 

○ Phone Number 

○ Company Name 

○ City (Dropdown List) 



 

○ Message (Max 100 Characters) 

 

● On submission of this form the message will be submitted to NUPCO for appropriate 

action 

● Under section Whatsapp and E-Mail NUPCO’s official E-Mail and Whatsapp Number is 

documented via which non-logged in customers can get in touch with nupco directly 

 

 

 

 

 

● In the support ticket user can track the raised tickets or create a new ticket 



 

 

● To raise a support ticket user should fill up the following form and submit 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

● Account management displays the users mapped with the supplier. It also allows the 

user to create new supplier users 

 

● To create a new user the admin have to fill up the following data and submit. 

 

 

 

 

 



 

 

● Supplier information is a static page and displays following information 

 

 

  



 

 

 

 


