
      

Vendor & Contractor 
Guide: TouchPoint 
Application User Manual 

 

  



1 | P a g e  
 

 

Table of Contents 
1. Link to access TouchPoint application (Vendors/Contractors): ....................................................................... 2 

1.1 Password Change Process .......................................................................................................................... 2 

2. Creating driver master Vendor/Contractor): .................................................................................................... 3 

3. Creating vehicle master (NRL users): ................................................................................................................. 4 

4. Material Gate Pass Creation (Vendor/Contractor): .......................................................................................... 5 

4.1 Inward Non-Returnable (PO Base) ............................................................................................................ 5 

4.2 Inward Non-Returnable (Contractor) ........................................................................................................ 8 

4.3 Inward Returnable (Contractor) .............................................................................................................. 12 

4.4 Outward Non-Returnable (Contractor) ................................................................................................... 13 

4.5 Outward Returnable (Contractor) ........................................................................................................... 16 

5. Gate Pass Edit process for Reapproval ............................................................................................................ 17 

6. Material Gate Return Process (Vendor/Contractor): ..................................................................................... 19 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2 | P a g e  
 

 

1. Link to access TouchPoint application (Vendors/Contractors):  
 
Vendor/contractors can access TouchPoint application using the following URL       
(https://mgpext.nrl.co.in). After entering the URL, the user will be asked to enter his/her 
login credentials (credentials receive after the vendor registration process). 

 

 
 
 
 
 
 

1.1 Password Change Process 
 

*After the first login, the system will prompt the user to change the password. 

• Existing Password will already be filled in (e.g., *********). 
• Enter the New Password in the "New Password" field (Step 1). 
• Retype the New Password in the "Retype Password" field to confirm it (Step 2). 
• Click on "OK" to save the new password (Step 3). 
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2. Creating driver master Vendor/Contractor):  
 
Follow the below Steps to create new driver details in the driver master screen.  
 

• Log into the application & go to master screen by clicking on the “Master” menu 
on top of the screen (Step 1).  

• Click on the “Driver” option from the left side of the screen to enter driver detail 
creation screen (Step 2).  

• Enter the required details like name and mobile No. (Step 3).  
• Upload the necessary documents like NRL Fire Training certificate and driving 

licence, enter the licence expiry date (Step 4) & the click on “Save” button (Step 
5).  
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3. Creating vehicle master (NRL users):  
 
Follow the below Steps to create new vehicle details in the vehicle master screen.  
 

• Log in to the application and go to master screen by clicking on the “Master” 
menu on top of the screen (Step 1).  

• Click on the “Vehicle” option from the left side of the screen to enter vehicle 
detail creation screen (Step 2).  

• Enter the required details like “Vehicle Registration No. and remarks (Step 3).  
• Upload the necessary documents like pollution test, RC, vehicle insurance, enter 

the expiry date of the documents (Step 4) and the click on “Save” button (Step 5).  
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4. Material Gate Pass Creation (Vendor/Contractor): 

 

4.1 Inward Non-Returnable (PO Base) 

Follow the below Steps to create new material inward request.  
 

• Go to material request screen by clicking on the “Request” menu on top of the 
screen (Step 1).  

• Select Inward Non-Returnable (PO Base) sub register in the “Register” field (Step 
2).  

• Enter the Purchase Order Number and click the search button. (Step 3) 
• Select the mode of transportation (by hand or by vehicle) in the “Mode of 

Transportation” field (Step 4).  

 

 

 
• Enter the Estimate Date of delivery (Step 5) 
• Upload necessary documents in the “Attachments” area (Step 6).   
• Tick the check box against the material name you wish to bring in from the list 

available in the PO in the “Material Line-Item Detail” area (Step 7) 
• Select if the material to deliver is Complete/Partial (Step 8). 
• Click on “Save & Create Vehicle Gate Pass” button (Step 9).  

Note: if the mode of transportation is selected as “by hand” then click on “Save” 
button. ` 
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 Create Vehicle Boarding Pass (when “by vehicle” option is selected in mode of 
transportation). After clicking on the save & create vehicle gate pass button, the 
create boarding pass pop up appears in the screen. Follow the below steps in 
the popup screen  
o Select the driver in the driver name in the “Driver Name” field (Step 1).  
o Select the vehicle number in the “Vehicle No” field (Step 2).  
o Click on “Submit” button (Step 3).  
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• After successfully creating the gate pass, a screen will pop up displaying the gate 
pass number. 
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4.2 Inward Non-Returnable (Contractor) 
 

Follow the below Steps to create new material inward request.  
 

 Go to material request screen by clicking on the “Request” menu on top of the 
screen (Step 1).  

 Select Inward Non-Returnable sub register in the “Register” field (Step 2).  
 Enter the details like Purchase Order Number, Mode of Transportation, entry 

gate, proposed date & time etc (Step 3).  
 Upload necessary documents in the “Attachment” area (Step 4). 
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 Select the reviewer manually in the “Authorizers” area by clicking the 
search button (Step 5).  

 

 
 
 

 After step 5 a pop up will appear, click on the search button to find the name of 
the Reviewer (Step 6) 
 

 
 

 Select the reviewer (Step 7) 
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 Enter the material details like description, serial No., Unit of Measure, 
make and model and quantity manually in the “Material Line-Item 
Detail” area (Step 8)  

 Click on “Save & Create Vehicle Gate Pass” button (Step 9) 
Note: if the mode of transportation is selected as “by hand” then click on “Save” 
button.  
 

 

 

 Create Vehicle Boarding Pass (when “by vehicle” option is selected in mode of 
transportation). After clicking on the save & create vehicle gate pass button, the 
create boarding pass pop up appears in the screen. Follow the below steps in 
the popup screen  
o Select the driver in the driver name in the “Driver Name” field (Step 1).  
o Select the vehicle number in the “Vehicle No” field (Step 2).  
o Click on “Submit” button (Step 3).  
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 After successfully creating the gate pass, a screen will pop up displaying the gate 
pass number. 
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4.3  Inward Returnable (Contractor) 
(Same as Inward Non-Returnable (Contractor), just add the Expected 
return date) in Request Details column. 
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4.4 Outward Non-Returnable (Contractor) 
 

Follow the below Steps to create new material Outward Request.  
 

 Go to material request screen by clicking on the “Request” menu on top of the 
screen (Step 1).  

 Select Outward Non-Returnable sub register in the “Register” field (Step 2).  
 Enter the details like Mode of Transportation, exit gate, proposed date & time 

etc (Step 3).  
 Upload necessary documents in the “Attachment” area (Step 4). 

  

 

 

 Select the reviewer manually in the “Authorizers” area by clicking the 
search button (Step 5).  
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 After step 5 a pop us will appear, click on the search button to find the name of 
the Reviewer (Step 6) 
 

 
 

 Select the reviewer (Step 7) 
 

 
 

 Enter the material details like description, serial No., Unit of Measure, 
make and model and quantity manually in the “Material Line-Item 
Detail” area (Step 8)  

 Click on “Save & Create Vehicle Gate Pass” button (Step 9) 
Note: if the mode of transportation is selected as “by hand” then click on “Save” 
button.  
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 Create Vehicle Boarding Pass (when “by vehicle” option is selected in mode of 
transportation). After clicking on the save & create vehicle gate pass button, the 
create boarding pass pop up appears in the screen. Follow the below steps in 
the popup screen  
o Select the driver in the driver name in the “Driver Name” field (Step 1).  
o Select the vehicle number in the “Vehicle No” field (Step 2).  
o Click on “Submit” button (Step 3).  

 
 
After successfully creating the gate pass, a screen will pop up displaying the gate pass 
number. 
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4.5 Outward Returnable (Contractor) 
 

(Same as Outward Non-Returnable (Contractor), just add the Expected 
return date) in Request Details column. 
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5. Gate Pass Edit process for Reapproval 
 

Note: Only gate passes that have been rejected or held for clarification can be edited for 
reapproval. Ensure that all required corrections are made before submitting the gate 
pass again for approval. 

• Go to the Search Request screen by clicking on the “Search” menu on the left side of 
the screen (Step 1) 

 
• Select the Gate Pass Flow (e.g., Inward Returnable, Outward Non-Returnable) in the 
respective field (Step 2) 
• Choose the Gate Pass Status that needs to be edited (Step 3) 
• Select the Gate Pass from the list (Step 4) 
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• Click on the “Edit” button to modify the gate pass (Step 5) 
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6. Material Gate Return Process (Vendor/Contractor): 
 

Note: Only gate passes that are Inward Returnable (Contractor) or Outward Returnable 
(Contractor) can be used to create a material return request gate pass. 

Steps for Material Return Process: 

 Click on the “Return” menu at the top of the screen to open the material return 
screen (Step 1).   

 

 Select the Gate Pass Flow (Inward Returnable or Outward Returnable) (Step 2).   
 Filter by the Return Status of the gate pass (Step 3).   
 Select the Return Option from the list (Step 4).   
 Proceed with the return process, following steps similar to "Material Gate Pass 

Creation" (Step 5). 

 


