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Ways to access Internet Explorer 

*Please  do  not  use  Chrome or Mozilla fire fox,  use  only  Internet  Explorer 

1. Go to the start 
menu of your 

computer

2. Click on All 
programs

3. Click on 
Internet Explorer
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Ways to access HZL-SRM site
1. Type below address in the 

address bar 
www.hzlindia.com/vendors.aspx

2. Click on 
existing vendor 

login
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How to Login in your account

1. Give your user ID 
here (In case you have 
forgotten your User ID, 
please contact your HZL 

buyer)

2. Give your 
password

3. If you forgot 
your password 

please click here
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How to excess password forgotten link

If you clicked on  “Password forgotten” then following screen will be opened-

1. Give your User 
ID here

2. Type your 
registered E-mail ID

3. Click on 
submit

After clicking on submit system will send a new password to your email ID given above and 
You can use that password in login window.
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You account screen & features after login

1. Click on 
purchase order

2. Click on New

3. Select 
relevant PO 

from list

After selecting PO first step need to be confirmed a PO before create SCN.
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PO confirmation by vendor
After selecting the PO following screen will be opened

1. Click on 
Process

2. Check PO 
quantity before 

confirm

3. Click on this button 
or you may also 

confirm all line items of 
PO in one shot
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PO process by vendor

1. Click on 
Process
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PO confirmation by vendor

• You can confirm the quantity by clicking on the confirm button one by one line 
item wise, after clicking on this button it will be converted in green color.

• The services confirmed status can be seen in the last column

1. Check PO 
quantity before 

confirm

2. You may also confirm 
all line items of PO in 

one shot

3. At the end 
status will be 

confirmed

http://www.sesasterlite.com/


Send PO Response to Buyer

1. Click on “Send” 
button to send the 

response to the buyer
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Create SCN

• On completion of the service vendor will create the service confirmation 
Notification (SCN) alongwith all supporting documents/measurement sheets 
duly signed by authorised HZL representative

• For which he has to navigate to the following path

Purchase order  confirmed 

1. Click on 
purchase 
order tab

2. Then click 
on confirmed 

PO list
3. Select PO 
from the list
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Create SCN

• Once you open the selected PO from confirmed PO list, you can click on create 
Confirmation to start creating the SCN

1. Click on 
Create 

confirmation
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SCN  Screen – Mandatory fields detail
While creating SCN you have to fill the following fields

• Service Agent – The company or the person to whom services are provided.

• Service Location – the place where you are giving the service

• Invoice Number : Vendor invoice number, unique no. which should not repeated.

• Invoice date - The date on which the invoice has been created, if invoice date more then 
330 days old then service tax not to be paid, you are advised to submit invoices 
immediately after completion of service.

• Total Inv. Claimed - Total amount claimed in the invoice including all the taxes.

• Billing Period - The period during which you have executed job against particular invoice 
which is being submitted for payment. 

Optional field-
• Deduction for early payment :  In order to facilitate payments earlier than the due date, 

please opt for this option. If this option is selected HZL will not wait for due date and 
release vendor payment ASAP after deducting cash discount for the days payment early 
released @ 1.5% per month
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Create SCN

1. Give all the 
details in service 

information
2. Give 

name SCN

3. Change 
quantity 

here
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Attachment in SCN screen
• At the bottom of the SCN screen you can see the attachments , you can upload the 

documents here

• If there is * that indicates mandatory document, mandatory document list also available 
at last page of your PO.

• You can upload the documents with extension .pdf, .XLS, .JPG, .PNG, .TXT
1. Browse file 

from your 
computer

2. Then click 
on upload
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Mandatory document selection in Service PO 

Mandatory document list will be printed at Last page of PO.
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SCN  Submission
• “Save” - In case you wish to submit SCN later, please click on Save button to save the 

current details. Please note that this option would NOT submit the details to HZL

• “Confirm” - To submit the SCN to HZL, click on “Confirm” button and wait for 
confirmation. Upon successful submission of the details, a confirmation message will be 
displayed as shown <Your changes have been adopted successfully >

• To take print of SCN document vendor can click on “Print” option and attach print out 
with the other documents to be sent to the address of respective unit/location finance 
not to be sent to directly user dept.)

1. Save SCN

2. Click here 
to submit 

SCN

3. take print of 
SCN document
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Help desk detail

Submission of the above steps completes the process of 
Service Confirmation Notification to Hindustan Zinc 
Limited. 

We Thank You for your support. 

If you need any further assistance on the SCN process, 
please get in touch with your buyer or helpdesk at the 
below details-

SRMVendor.Helpdesk@vedanta.co.in

0294-2652661 
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Thank You
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