
    RoofTopSolar Vendor Portal 

Overview: This document provides a comprehensive process flow for the Rooftop Solar Vendor Portal 

web application, detailing the steps for various user roles, including VENDORS, VERIFIERS (AE QC/JE 

OFFICE), and APPROVERS (SDO). 

1. Login Screen : Where you can login to the web Portal. 

 

 

Vendor Login Screen : In below login screen if VENDOR wants to login then, select User Type as Vendor 

And login to the portal using EMAIL ID and Password received on mail. 

 

 



 

Employee Login Screen : In below login screen if EMPLOYEE wants to login then, select User Type as 

EMPLOYEE And login to the portal using CPF NUMBER and RAPDRP Password. 

 

 

2. Home Screen : Once the User Logs in to the Portal Successfully then Home screen will be 

displayed where if the User is VENDOR then there is two Menu given for the Vendor  

a. Vendor : where Vendor can upload documents  

b. Reports : where Vendor can find report regarding uploaded documents status. 

 

 



 

Upon selecting the "Upload Documents List" option, the Vendor will be redirected to the screen shown 

below, where they will see a list of the respective APPLICATIONs for which documents can be uploaded. 

 

For the Vendor's convenience, a search functionality is provided. The Vendor can search for an 

application using either the APPLICATION ID or CONSUMER NUMBER. 

 

The list is presented in the format below, where the Vendor can view details such as APPLICATION ID, 

CONSUMER NUMBER, NAME, ADDRESS, CIRCLE NAME, SUB DIV NAME, APPLICATION WORKFLOW 

STATUS, No. of DOCUMENTS UPLOADED, number of DOCUMENTS Approved/Verified, number of 

Documents REJECTED, and the APPLICATION STATUS of the Vendor Portal. 

 

 

 

 

 

 

 



 

When the Vendor selects an Application ID from the available list, they are redirected to the screen 

shown below. Here, the Vendor can view the basic details of the Consumer under the "Consumer 

Details" section. In the "List of Documents to Upload" section, the Vendor can upload the required 

documents using the "CHOOSE FILE" options. 

Files to be uploaded in the "Documents Upload" section must be in “.pdf” format and “must not exceed 

a size of 300KB”. If these requirements are not met, the system will prevent the document from being 

uploaded. 

 

 

At the end of the Webpage there are two buttons are given. One is “UPLOAD” button to upload the 

selected files and other is if Vendor wants to select other application then vendor can go back to the 

application list using “BACK TO LIST” button. 

 



 

 

The Vendor has the flexibility to upload all files at once or any number of files at their convenience, at 

any time. As illustrated in the screen below, if the Vendor has previously uploaded some files and wishes 

to upload the remaining documents for the same application at a later time, the screen will display the 

previously uploaded files, available for download in PDF format. The files that were not uploaded earlier 

will still have the "CHOOSE FILE" option available for upload. 

 

 

 

 

 

 

 

 

 

 



 

Employee Home Screen : Upon successfully logging into the portal, the User will be directed to the 

Home screen. If the User is an EMPLOYEE (i.e. AE QC/JE OFFICE), two menus will be available for those 

with the VERIFIER role. Menus are like VERIFY and REPORTS. 

 

 

When the AE(QC)/JE(Office) selects the "Verify Upload List" menu, a list of applications will be displayed 

as shown below. If there are no applications, no list will be shown. Applications will only appear in the 

list if the Vendor has uploaded the complete set of required documents. Partially uploaded documents 

will not trigger the application to appear in the list.  

As in below screen one application is visible i.e. Application ID : 55390662 with Document Status as 

PENDING FOR VERIFICATION.  

 



 

After selecting the respective application ID whose Document list VERIFIER (i.e AE QC/JE OFFICE/ SDO) 

wants to VERIFY then he will get the below screen where Basic Consumer Details are displayed and in 

“List of Uploaded Documents” there is list of documents which are uploaded by Vendor will be 

available. 

 

Verifier will find the VERIFY/REJECT dropdown menu where Verifier as choice to verify the document if 

found Correct or rejects the document in either case. The Verifier must individually verify and reject 

each document after cross-referencing it with the PDF file, which is downloaded by clicking the PDF icon. 

If Verifier VERIFY or REJECTS the document and submits the response then respective status displayed 

as in below screen.  

VERIFICATION STATUS : VERIFIED. For verified document. 

VERIFICATION STATUS : REJECTED. For rejected document. 

 

 

 

 



 

Employee Home Screen : Upon successfully logging into the portal, the User will be directed to the 

Home screen. If the User is an EMPLOYEE (i.e.SDO), three menus will be available for those with the 

APPROVER role. Menus are like VERIFY, APPROVE and REPORTS. As here we have given SDO a authority 

of Verifying of documents and also Approval of Verified Documents by AE QC/JE OFFICE. 

 

 

 

 

When the SDO or Competing Authority selects the "Approve Upload List" menu, a list of applications 

will be displayed as shown below. If there are no applications, no list will be shown. Applications will 

only appear in the list if the Verifier has verified the complete set of required documents. Partially 

verified documents will not trigger the application to appear in the list.  

As in below screen one application is visible i.e. Application ID : 55390662 with Document Status as 

PENDING FOR APPROVAL. 

 

 

 



Approver(SDO) will find the APPROVE/REJECT dropdown menu where approver has choice to approve 

the document if found Correct or rejects the document in either case. The approver must individually 

verify and reject each document after cross-referencing it with the PDF file, which is downloaded by 

clicking the PDF icon. If approver APPROVE or REJECTS the document and submits the response then 

respective status displayed as in below screen.  

APPROVAL STATUS : APPROVED. For approved document. 

APPROVAL STATUS : REJECTED. For rejected document. 

 

 

On approving the uploaded set of documents then there is next step where RELEASE ORDER to be 

generated and it will be generated by SDL on selecting the menu option “GENERATE RELEASE ORDER” 

as shown in below screen. 

 

 

 

 



 

When the SDO or Competing Authority selects the " GENERATE RELEASE ORDER " menu, a list of 

applications will be displayed as shown below. If there are no applications, no list will be shown. 

Applications will only appear in the list if the APPROVER(SDO) has APPROVED the complete set of 

required documents. Partially verified documents will not trigger the application to appear in the list.  

As in below screen one application is visible i.e. Application ID : 56081780 with Document Status as 

PENDING FOR WORK ORDER GENERATION. 

 

 

 

There are checks needs to be validated before creating the work order, those checks are validated 

with NC System. Checks are as below : 

1. Registration Fees along with additional estimate (if any) should be paid by applicant. Here, application 

Status in NC should be Receipt Approved only. 

2.There should not be any pending arrears above Rs 100 against respective consumer 

3.System generated Additional Load applications (if any) created against respective solar application 

should have application status – Meter Assignment Approved 

 

 

 



Once the checks are validated by clicking on CHECK FOR VALIDATION button, reply is recieved as 

Validated Successfully as in below screen, and if checks are failed the reply will be received with 

Validation Failed with failed list of checks description. 

 

 

 

 

 

Reply received from NC SYSTEM as below :  

                                                                 

 

 

 

 

 

 

 

 



 

 

If all checks are fulfilled and received the reply as Validated Successfully then GENERATE RELEASE 

ORDER button will be available as displayed in below screen. 

 

 

 

 

Upon clicking the Generate Release Order Button the release order will be generated and downloaded 

in PDF format as below. 

 



 


