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Introduction 

1.1 About the Document 

 
Welcome to the Vendor User Manual for our innovative Bill Tracking System. This document 
guides vendors on using our portal to upload invoices and track their status. Gain access with a 
unique login ID. Streamline your invoicing process effortlessly. 

1.2 Target Audience 

Suppliers & Vendors providing supply and services to UPPTCL. 

 

2. Business Process 

The vendors & suppliers of UPPTCL can upload their invoices on the BTS portal created at 
UPPTCLôs official website with their unique login ID resulting in creation of a unique ID known 
as a BTS ID for each of their invoices and will be able to track the progress regarding the 
payment against this BTS ID at their end thus ensuring visibility in the payment process. 
 

2.1 Prerequisites 

 
Å The vendor master record must exist or must be created in the UPPTCLôs ERP system & 
vendorôs email address must be maintained. 
 
Å The vendor must have the login credentials provided by UPPTCL to login to the Bill Tracking  
System (BTS). 

 

3. Process Steps 

3.1 Accessing the BTS System 

1. To access the BTS system visit the UPPTCLôs website https://upptcl.org/upptcl. 
 

2. The website will open as shown below: 
 

 

https://upptcl.org/upptcl


                                                                                                                  

 

3. Hover over to the tab óOn Going Projectô as shown below & select the Bill Tracking 
System (BTS) option to access the BTS portal: 
 

  
 
 

 
 
 

4. Upon clicking on the Bill Tracking System (BTS) link, a new webpage will open as 
shown: 
 

 
  



                                                                                                                  

 

5. The initial login credentials, i.e., Vendor ID/User ID & Password will be shared by 
the UPPTCL team. It is suggested that the user updates the initial password 
post logging in for the first time. Login to the BTS system with your user ID 
(vendor ID) and password to access the portal and click on Sign In option: 
 

 
 

 
 

6. You will be logged in to your dashboard of the BTS system with the below screen: 
 

 



                                                                                                                  

 

The following options are available in dashboard options: 
 

 
 
 

3.2 Update Password for the User/Vendor ID 

1. To change the password, login with your login credentials (User ID/Vendor ID) & 
current password and open your dashboard. Now select the óChange Passwordô 
option to update your password as shown below: 
 

 
 

 
2. Enter your new password & confirm the same to update the password. 

 



                                                                                                                  

 

3. Once updated, you will get a success message stating that the password has been 
reset and it will again ask to login with the new password. 

 

 
 
 
 

3.3 Forgot Password/Password Recovery Option 

1. In case you donôt remember the existing password and want to recover the access 
the BTS portal, go to the login screen of the BTS portal using the process explained 
in step section 3.1 
 

 
 
 

 

2. Click on óI forgot my passwordô option & follow the required steps by entering your 
registered email address (registered with UPPTCL for BTS system) 



                                                                                                                  

 

 

 
 

 
 

 
 
 

3. If your email ID is registered with the UPPTCLôs BTS system, you will receive your 
new password via email. 
 

 
 

4. You can now login with this new password. 
 



                                                                                                                  

 

3.4 Uploading a new Invoice 

1. Login to the system as shown in section 3.1 and you will arrive on the dashboard 
screen for your credentials. Here all your previous BTS IDs will also be available for 
viewing. 
 

 
 

2. To upload a new invoice, click on the óUpload Invoiceô option as shown below: 
 

 
 
 

3. You will reach the invoice uploading screen as shown with certain prefilled details 
maintained with the UPPTCLôs backend ERP system including the BTS number 
which will be created upon successful saving of this invoice submission. 
 
















