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STEP 1 – How to Enter the Bill Details in Samarth Portal 
 

Login to your Department / Section Portal using login link  

https://dhsgsu.samarth.ac.in/index.php/site/login  

 

BILL TRACKING USING 

 VENDOR MANAGEMENT SYSTEM 

 

Enter your 

Department 

username and 

Password 

https://dhsgsu.samarth.ac.in/index.php/site/login
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CLICK ON PROCEED TO START 

Select Manage Bill 
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Click on Add bill  
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Fill all the Details of BILL in the Form 

Select your section / Department 

Select type of Bill 

Click on Skip purchase order if PO is not Available 

Select Purchase Order NO. if Available / Otherwise SKIP 
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After Filling All the Bill Details click on Save 

Keep your SCANNED file (PDF FILE) ready to upload here 

 ( Notesheet / bill for direct payment / bill etc.) 

Last Date of Verification   : 
Department change this Date as per 

need / DUE DATE OF BILL 
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STEP 2 To verify the Bill details 

 

 

Click on verify bill Details 

Again Upload the Scanned file 

Give Remark 

Check All details and Click on Save 

Note Down this Samarth 

Reference No. on your File 
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STEP 3- Forwarding the bill for Further Process(TO DEALING 

ASSISTANT OF FINANCE DEPARTMENT) 

  

Select the Bill From 

the List  
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Click Here 

Fill All details and Click Here 
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FILE IS FORWARDED TO 

DEALING ASSISTANT IN 

FINANCE DEPARTMENT 
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