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1.0 Directing to The Portal
1.0.1 Go to https://www.lifecarehll.com/.
1.0.2 From the top taskbar on the homepage, click on Vendor Registration.
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1.0.3 You can also directly go to vendor registration portal by clicking URL
https://vendorregistration.lifecarehll.com/ .

On the Vendor Registration portal, you’ll have two options: Pan India Registration
and Regional Registration.

If you’re a manufacturer/marketer/Importer with supply chain capabilities across
India and looking for a pan India registration, select the Pan India Registration
option to proceed.

However, if you want to focus on regional supplies, such as the South or a
combination of regions like South and North, choose Regional Registration
instead.

1.0.4 Onthe displayed page, click on either “Pan India Registration” or the
"Regional Registration" option to proceed.

o
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1.1 Vendor Registration Portal

In case of regional registration click "Regional Registration “and you will be directed to

the page shown below.
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In case of Pan India Registration click “Pan India Registration” and you will be directed

to the page shown below.
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1.2 New Vendor Registration
For Regional Registration

1.2.1 Click on the New Vendor Registration tab.

1.2.2 A new page will open.

1.2.3 Enter all the required details in the fields provided.

1.2.4 From the Select Region dropdown, choose the appropriate region (e.g., SD
South, SD North, SD Maharashtra, etc.).

1.2.5 Please select the appropriate region.

1.2.6 After completing the form, click Register to proceed.
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For Pan India Registration —
Fill the mandatory columns marked in red asterisk for registering in the portal

New Vendor Registration

Four Price Bid Updation in the HLL - Vendor Portal,
Flease complete your registration process

Pigase complete your registration process untdl the document upload othenssse your peofile will get autodeleted

aftgr 14 days:
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1.3 Dashboard

1.2.1 After completing the registration, your dashboard will open automatically.

1.2.2 Locate the section titled Registration Completion Steps on the dashboard.
1.2.3 Under this section, find Advance Details.
1.2.4 Click the Update tab next to Advance Details to proceed.
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For Pan India Registration —
After registering in the portal fill the advanced details of the company by
selecting the Vendor type.
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1.4 Advance Details

1.3.1 Open the Advance Details page.

1.3.2 Select the appropriate Vendor Type from the drop-down list.

1.3.3 Fill in all mandatory fields marked with a red asterisk (*).

1.3.4 Once all required details are completed, click Save and Continue to move to the

next page.
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1.5 Documents Upload

1.4.1 Open the Documents Upload page.

1.4.2 Select the appropriate Supply Category from the list.

1.4.3 Review the list of required documents displayed based on the selected category.
1.4.4 Upload all mandatory documents.

1.4.5 Once all required documents are uploaded, click Submit and Approve to proceed.
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Note: This completes the document upload phase and once the documents are
approved by HLL, you will be able to add the price bid.
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2.0 Price Bid Upload

2.1.0 Login to the portal
URL - https://vendorregistration.lifecarehll.com/

Clicking on the URL will direct you to the page shown below. you have to click "Regional
Registration" or “Pan India Registration” appropriately.

N—

- HLL Lifecare Limited

(A Government of India Enterprise)

Vendor Registration Portal

PAN INDIA REGISTRATION REGIONAL REGISTRATION

For any Assistance/Support mail us : vendorregistration@lifecarehll.com.
Please ion Pan India Registration/ Regional Regi: ion as appropriate in the subject line of the email.

who are fe k looking for pan india supplies can opt for Pan India registration,

and Suppliers looking for a particular region or regions for supplies kindly opt for Regional registration in the portal.
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After selecting "Regional Registration" or “Pan India Registration” you will be directed to the
page shown below.

2.1.1 Vendor Registration Portal

REGIONAL VENDOR REGISTRATION PORTAL FF ML Lifecare Limited

P Fhs= Login to your account
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2.1.2 Login Using Username and Password

Enter your registered email address and password, then click Login to proceed.
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3.0 Vendor Profile

ST A TRCAR
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Vendor Dashboard Overview

Once the registration process is complete, vendors will be able to view key details on their
dashboard. The following information will be displayed for easy tracking and management of
your bids:

e Registration Completion Status: Indicates the current status of your registration,
whether it is complete or still pending verification.

e Registration Completion Steps: A list of steps showing the progress of your registration

process, guiding you through any outstanding tasks to finalize your profile.

Total Bids: The total number of bids you have submitted on the platform.

Approved Bids: A count of bids that have been successfully approved by HLL.

Rejected Bids: A count of bids that were rejected, with details available for review.

Recent Bids: A list of your most recent bid submissions, allowing you to quickly track
new or ongoing bids.

This dashboard provides vendors with an at-a-glance overview of their registration and bidding
activities, helping to manage and monitor the entire process efficiently.
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4.0 Tabs at the Top of the Page

At the top of the page, you will find several important tabs that help you navigate through the

vendor portal efficiently:

1. Dashboard
The Dashboard tab provides an overview of your vendor account, including:

O Registration Completion Steps: Track the progress of your registration process.

O Recent Bids: View the most recent bids you have submitted.

o Total Bids: The total number of bids you have submitted on the platform.

o Approved Bids: A list of bids that have been successfully approved.

0 Rejected Bids: A list of bids that have been rejected.

2. My Profile
The My Profile tab allows you to view and update your profile information:

O Basic Details: Includes your company name, authorized person, and contact
information.

o Advanced Details: Additional profile information such as business type,
registration numbers, and other relevant details.

o0 Documents: Upload or update essential documents, such as certifications,
agreements, or any other required paperwork.

o Add Region Button: Use this to specify the regions you want to be registered in

or target for your bids.

3. Manufacturers

The Manufacturers tab provides options for managing the manufacturers associated

with your bids:

o

KL

17

Add Manufacturers Button: Click this to add details of any manufacturers you
are associated with.

All: View a complete list of all manufacturers.

Pending: View manufacturers that are pending approval.
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o Approved: View manufacturers that have been approved.
0 Rejected: View manufacturers that have been rejected.

4. Price Bids

The Price Bids tab is where you can manage your bids:

Add New Price Bid: Click this to submit a new bid for evaluation.
All: View all the price bids you have submitted.

Pending: View price bids that are currently pending approval.
Approved: View price bids that have been approved.

O O O 0 o

Rejected: View price bids that have been rejected.

5. Notification (Bell Icon)

The Notification icon (bell symbol) alerts you to important updates, such as changes in
bid status, new messages, or system updates. Click on the bell to view your
notifications.

Settings
The Settings tab allows you to manage your account preferences:
o Change Password: Update your password for better account security.

Profile

The Profile tab allows you to manage your account and session settings:
o0 My Profile: View and update your profile information.
o Change Password: Change your account password.
0 Logout: Log out of the portal when you are done.
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These tabs help vendors quickly access and manage different sections of the portal, including

profile management, bid submission, manufacturer details, and settings, all from one central
location.

5.0 Add Bid

To add a new bid, the vendor needs to click on the ‘Price Bids’ tab and then select ‘Add New
Bid’.
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The vendor can view all their bids, including All, Pending, Approved, and Rejected bids, on the
same page.
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5.1 Adding a New Bid

To add a new bid, the vendor must first download the sample template based on the type of
product (Pharma or Non-Pharma).

Add New Price List
Format for Price Bid
Please download the format for price bid, fill it with your price list and re-upload.
& Download (For Pharma Price Bids) & Download (For Mon Phanma Price Bids)
Upload Your Price List

Choose Bid Type *

Select Price Bid Type |
Price List * )

X Choose afile.
Comments*
Bid Start Date*
| dd-mm-yyyy (m]
Bid End Date:*
| dd-mm-yyyy (]
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5.1.1 Steps to Add a New Bid:

1. Download the Sample Template
Choose the appropriate template based on your bid type:
o Pharma
o Non-Pharma
2. Choose Bid Type
Select the type of bid you are submitting.
3. Choose Price List
Select the relevant price list associated with your bid.
4. Write Comments
Provide any necessary comments or notes related to the bid.
5. Choose Bid Start and End Date
Select the start and end dates for the bid. Please note that the bid end date should be at
least 6 months from the current date.
6. Click Save
After completing all required fields, click Save to submit your bid.

Note: All fields in the bid form are mandatory and must be filled in before saving
your bid.
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Points to note:

Instructions for Pharma Price Bid: All fields in the template are mandatory. For Dosage &
Packing unit, only use values available in the drop down. If your required values are not
available, please contact HLL. To ensure accuracy of composition, please ensure that
compositions are entered strictly as per the below format. Deviating from this format may lead
to system errors.

Required Format:
[molecule name] (strength with unit) + [molecule name] (strength with unit)

Example:
1. caffeine (100mg) + ergotamine (1mg) + paracetamol (250mg) + prochlorperazine (2.5mg)

2.Paracetamol (650mg)

Instructions for Non-Pharma Price Bid: All fields in the template are mandatory. For Variants,
only use values available in the drop down.

Do's:
e Use only the specified format with molecule names followed by the amount and unit in
parentheses.

e Separate each molecule with a “+” symbol.
e Ensure there are no extra spaces or characters outside this format.

Don'ts:
e Don’t add any extra characters or symbols.
e Don’t use variations of the format, such as missing units or adding descriptions.

e Don’t mix up molecule names or amounts.

After clicking Save, you will be redirected to the Matched Compositions page. Here, you will
see two lists:

e Matched Compositions
e Unmatched Compositions

Additionally, the compositions are not available in HLL database, you have the option to add
new composition by clicking Request to add.

A

17
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If you wish to add items similar to those listed by HLL in the Unmatched Compositions section,
you can do so by clicking on the ‘View Similar’ button next to the relevant item.

This process allows for easy identification and addition of any relevant items, ensuring your bid
is complete and accurate.

Matched compositions
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Clicking ‘View Similar’ allows the vendor to choose items that have been added by HLL,
replacing the item initially added by the vendor in the Unmatched Compositions section. This

option helps the vendor select more appropriate or similar items suggested by HLL, ensuring
better alignment with the bid requirements.

unmatched compositions BEwport
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To add items to the bid, the vendor can click ‘Add to Bid’ next to the desired item. This action
will include the selected item in the vendor's bid submission.
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Vendors can monitor the list of added bids by clicking the Download button provided. This will
allow them to download and view a detailed list of all their submitted bids for tracking and

reference.
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Additionally, the bid will be listed under the Pending List. Vendors can check the status of their
bid by clicking the View button next to the bid. This will display the current status and any
relevant updates related to the bid’s evaluation process.
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The approval or rejection status of the bid will be displayed under the View option. Once the
bid undergoes final approval from the VP, it will be moved to the Approved tab, indicating its

successful acceptance.




