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➢ Registration Process 

• Step 1: Visit https://insync.hp.co.in/home for HPPL Vendor Portal. 

• Step 2: Click on 'Register here' for new vendor registration.  

 

 

 

• Step 3: Please complete the Pre-registration form, filling in at least the mandatory fields. 

 

https://insync.hp.co.in/home
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• Step 4: Click on ‘Request for Registration' to obtain an OTP. The OTP is only valid for 5 

minutes and will be sent to your email address provided in the Pre-registration form. 

 

 
 

 

• Step 5: Once buyer approves your request, you will receive a registration link with 

temporary password on your registered email address, then you can proceed with the 

further Registration Process. 
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➢ Login Process: 

• Step 1: Please visit the link provided in the Email and login with either of below options: 

i. Registered PAN number and password (provided in email) 

ii. Registered email address, mobile and password (provided in email) 

 

 

• Step 2: Complete the information in the General tab, and if you have a logo, upload it. 

Then, click the 'SAVE & NEXT' button. 
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• Step 4: Similarly, fill in all the mandatory fields in the Communication tab and then save 

the information. 

 

 

• Step 5: In Bank Details tab, you can add multiple bank accounts and set one as the 

primary account for payment transactions. 

 



Vendor Portal (User Manual) 

   

 

• Step 6: Complete the mandatory fields in the Tax Details section, and then submit the 

form. 

 

 

• Step 7: After successful submission, you will be redirected to the dashboard, where you 

can send the form for approval for further process. 
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➢ You can see the status of your request if it is Approved or Rejected by purchaser. 

➢ if approved: 

• You will receive an email notification containing your vendor code and other 

credentials. 

• You should use these credentials for a one-time login, and then you must change the 

password for future use. 

➢ If Rejected:  

• You will receive an email notification about status of your request. 

 

 
➢ Forgot Password: 

• Step 1: If you've forgotten your password, you can reset it by clicking on the "Forgot 

Password" option. Similarly, if you've forgotten your vendor code, you can retrieve it 

by following the suggested process. 

 

 

 

 

• Step 2: Below shown image is the forget password screen, by filling all the mandatory 

details you can reset your password and the verification will happen through OTP via 

registered email and mobile number or using registered PAN number.  
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➢ Forgot Vendor Code: 

 

• Step 1: On the "Forget Vendor Code" screen, if you have forgotten your vendor code, 

you can enter the required information. After successful verification, the vendor code 

will be sent to you via email. 

 

 

 



Vendor Portal (User Manual) 

   

 

➢ Unlock Account in case of multiple times wrong Password: 

• Use this link to activate your account if it has been deactivated or locked. By filling in 

the required fields, you can unlock your account by following the provided process. 

 

 
 

➢ Activate Account of Existing Vendor: 

• If you are currently an established vendor with Hindustan Platinum Pvt. Ltd., we 

kindly request that you proceed to activate your account here with OTP verification. 
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➢ Vendor login 

 

• Step 1: Visit https://insync.hp.co.in/home link for login to Vendor Portal. 

 

• Step 2: After successfully login user will be redirected to Dashboard.  

• Step 3: Below is the image of vendor dashboard, it contains vendor’s recent Order 

Details, Important Documents, Open PO’s, KYC status etc. 

 

Fig. Vendor Dashboard 

https://insync.hp.co.in/home
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Fig. Vendor Dashboard 

➢ Challan Information Update: 

• Step 1: For challan information update go to the links in menu bar as shown below. 
Transactions -> Dispatch Info -> Update Challan Info 

 

• Step 6: Below is the page where you can enter/ modify the challan details for your Open 
Po’s. Click yellow button to update challan information.  
 

Fig. Update challan Info 
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• Step 7: This screen allows you to update the chalan details for a specific PO at once, and 

you also have the option to upload the chalan copy along with the details. 

 

 

• Step 7: After filling out all the necessary details for the challan, you have the option to 

either submit the form immediately for further processing or save it as a draft for 

submission at a later. 
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• Step 8: Click on the blue eye button to view the line details. 

 

Fig. View line details 

 

• Step 9: Update challan quantity as shown in below image. 

Fig. Update challan quantity 
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• Step 10: To check the status of posted challan, go to the below path in menu. 

Transactions -> Dispatch Info -> Challan Status 
 

 
Fig. Posted Challan Status 

 

• Step 10: This form serves the dual purpose of updating chalan details, with or without a 

purchase order (PO). In this section, users can create a new chalan even if they do not 

have PO details available. 

 

THANK YOU! 


