
How to Generate Proforma  
Invoice 



After login into the external user’s interface 

Click  
here 

Click here to create a new  
proforma invoice 



All instrument’s analysis charges will be visible 



To view analysis charges of a facility 

Select a facility 



After selecting number of samples  and subsequent hours 

Click here 

First select 
an  analysis  
type and  
no. of  
samples 



After clicking on ‘Get Quotation’ 

Click here for getting  
approval from Saif Office 

Click here if you have 
GST exemption proof 



Click here again to see the  
status of your proforma  
request 

After clicking button ‘submit to Saif office for approval ‘ 

An email will be sent to facility 
in-charge for getting approval 

An automatic email will be sent to facility in-charge @SAIF 



Here you can see the  
status of your request 

To apply for a new 
proforma you can click here 

View of Proforma invoice details 



An email will be received by user after taking decision 
by  facility in-charge @ SAIF 



Status of Proforma Invoice is visible 
• A proforma can either be approved or rejected by the saif office staff. In both scenarios lab in-charge will 

receive an email. 

Once your request is approved  
by facility in-charge you can  
see the download button here 



Layout of your proforma Invoice 

Click here to download the  
proforma invoice 



Status of request 

In case proforma invoice is rejected by facility in-charge 

Remarks for  
rejection 



In case the facility in-charge asks you to revise your proforma 

Remarks for  
revising the 
request 

Click here to 
revise your 
proforma invoice 



Update the information  

Click here 

Select an  
analysis  
type and  
no. Of  
samples 



Update the information and send for approval 

You can see your previous 
information here 

Send your updated 
information for verification 


