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Login to flipper portal
Enter URL as 

https://sparsh.gail.co.in/flipper/#login

1. Enter email address

2. Enter Password

3. Click on Terms and 

conditions check box

Click on Log in



DASHBOARD

User Guide

USER 

DETAILS

SWITCH 

VENDORInvoice messages

External 

Url

ASHA CHAT 

BOAT



INVOICES
PREVIEW INVOICE MESSAGES

CANCEL 

INVOICE

Submit CREDIT 

MEMO

PAGE 

NAVIGATION



SUBMIT INVOICE
SEARCH FOR PO 

NUMBER

SELECT

CHECK BOX PROCESS INVOICE



PO INVOICE

INVOICE DATE
NOTES

PREVIEW ADD PURCHASE ORDER SUBMIT INVOICE
INVOICE DOCUMENTS PREVIEW 

SCREEN
SAVE BUTTON

ENTER INVOICE NUMBER



Material Details for PO Invoice

UPLOAD 

DIGITALLY 

SIGNED PDF 

INVOICE ONLY



NON-PO INVOICE
SAVE PREVIEW SUBMIT INVOICE

SELECT DATE

SELECT CURRENCY 

FROM DROP DOWN

ENTER VALID EMAIL 

ID of GAIL 

REQUESTOR

SPECIAL NOTES

INVOICE NUMBER

INVOICE 

DOCUMENTS 

PREVIEW



Material details for NPO Invoice
TAX AMOUNT WILL BE CALCULATED 

BASED ON INVOICE AMOUNT AND TAX 

RATE

ENTER TAX RATEENTER INVOICE BASIC VALUEGOODS/SERVICES DESCRIPTIONADD NEW LINE ITEM

DELETE BUTTON

UPLOAD DIGITALLY 

SIGNED PDF INVOICE



Credit Memo

DATE OF CREDIT 

MEMO 

SELECT CURRENCY 

FROM DROP DOWN

ENTER A VALID EMAIL 

OF GAIL OFFICIAL

NOTES

SUBMIT CREDIT 

MEMO
PREVIEWSAVE

CREDIT MEMO 

NUMBER

Preview of 

the 

document



Material details for Credit memo

LINE-ITEM LEVEL DETAILS

UPLOADING 

DOCUMENTS 

NEW LINE ITEM



Retention

DATE SELECTION

ENTER A VALID EMAIL of GAIL OFFICIAL

NOTES

Preview of 

the 

document

SUBMIT RETENTIONPREVIEWSAVE

RETENTION REQUEST 

NUMBER

UPLOAD 

DIGITALLY 

SIGNED PDF 

RETENTION 

RELEASE 

REQUEST ONLY 



Advance

SELECT PO NUMBER



UPLOAD DIGITALLY SIGNED PDF PERFORMA 

INVOICE

NOTES

DATE SELECTION

ADAVANCE PAYMENT NUMBER SUBMIT ADVANCEPREVIEWSAVE



Invoice messaging

USER CAN TYPE A MESSAGE HERE

MESSAGE SENDING 

BUTTON

REFRESH



Invoice Status

Invoice will be in status submitted if the 

Invoice is recently submitted and  DP 

Document is not generated in SARTHI 



Invoice Status

Once the invoice got Processed 

at VIM



Invoice Status

Once the invoice got Paid to 

Vendor



Cancel Invoice
1. Go to Invoice Tab

2. Cancel Invoice



Cancel Invoice

4. Status updated  for 

Cancellation

3. Refresh



REPORTS
SELECT FROM DATE FROM 

CALENDAR
SELECT TO DATE FROM 

CALENDAR

RENDER BUTTON TO 

SHOW GRAPH

NUMBER OF INVOICES GRAPH
INVOICE STATUS 

GRAPH

PAYMENT STATUS 

GRAPH

TOTAL INVOICE COUNT VS PAID 

AMOUNT GRAPH



ADMINISTRATION -->  USER MANAGEMENT 

EXPORT DATA

REFRESH



ADD USERS SECTION

ADD USERS

ENTER ALL THE MANDATORY FIELDS



Thank You !


