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No. :- Budget/Budget Control Register/2020 Z {’l Date:  03/2022
(»

To 4 9 MAR 20
The ACC (HQ)-Zonal Offices/Director (PDNASS)/

ACC -Zonal Offices / Chief Engineer (HO) / ACC (ASD) / ACC (HRM) /
ACC (HRD)/ ACC (IS) / ACC (Publicity)

Subject: Launch of “Budget Control Register” in EPFO- regarding.

Madam/Sir,

[n order to consolidate the administrative expenditure on a Central Software and to
digitally capture the transactions in administrative account on real-time basis, an in-
house Budget Control Software — “Budget Control Register” (BCR) has been developed. The
BCR is being made effective from financial year 2022-23. The BE for 2022-23 will be released
only through BCR.

2, In this regard, an ‘Instruction Manual® and ‘Step by Step Guide™ for “Budget Control
Register Module,” is prepared and enclosed herewith for ready reference. The Manual is to be
referred while operating the BCR.

3 The "Budget Control Register", Module has three parts:

A. Budget Upload: To be used by the concerned Division at Head office level, to upload
and disburse budget i.e. Budget Estimate (BE)/Revised Estimate (RE)/Additional
Budget to Zonal Offices, ASD-HO and NATRSS.

B. Budget Allocation: Budget uploaded by the HO can be allocated to the offices under its
jurisdiction by the Zonal Offices, ASD-HO and NATRSS.

C. Budget Transaction: - Transactions can be recorded by the concerned office against the
Budget allocated to it.
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4. Functionality for creation and management of Vendor/Lessor Master is also provided for
the concerned Office/Branch who can utilize the Budget.

5 Report functionality has been provided in BCR to generate report with filters like HO
wise, Zone wise, Office wise, Head wise, Sub Head wise. Balance Amount, Approved Budget,
Rejected Budget, Pending Budget, Budget Monthly Return-II Zone and Office wise.

6. Any issue faced during implementation of the Budget Control Register, may be referred
to NDC/IS Division through Issue Tracker.

7. Shri Kumar Raghvendra, RPFC-II (Budget) is the Nodal Officer at Finance Division,
Head Office for BCR. He can be contacted at budget.ho@epfindia.gov.in for any support relating
to BCR.

8. The Software can be accessed at URL - https://hr.epfindia.gov.in/hrm/Login.aspx with
the login 1Ds provided by the respective office’s administrator. Static IP has to be used for
working on the Budget Control Register.

9. Henceforth, all expenditure in Head Offices/PDNASS and the Field Offices shall be
recorded in “Budget Control Register” only.

(This issues with the approval of the Competent Authority)

Yours faithfully,

Encl: As above MW=~

nat Kuma'r)'
Regional P.F. Commissioner - I (Budget)

Copy to:
l. CVO
2. CPFC Sectt.
3. Director (Audit) / RPFC (WSU)/Welfare Officer, Head Office
4. RPFC (NDC)
5. Deputy Director (OL) for Hindi Version.
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(IS Division)
Employees’ Provident Fund Organisation
Ministry of Labour & Employment
Govt. of India

Instruction Manual for
“BUDGET CONTROL REGISTER MODULE”

16/03/2022

Powered by NDC, IS Division, Employees’ P F Organisation, India
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2
STEP BY STEP GUIDE FOR

BUDGET CONTROL REGISTER MODULE

Budget Control Register Module has three parts

(1) Budget Upload:- Budget can be uploaded by the concerned Division of
Head office to the Zonal Offices, ASD-HO and NATRSS. There are three
roles for each budget uploading division i.e. BUDGET-INITIATOR,
BUDGET-VERIFIER and BUDGET-APPROVER. The following divisions
can upload the budget. Also the HR Admin of ASD, Head office (1124120
user) has to select the branch of the officials/officers for roles BUDGET-
INITIATOR, BUDGET-VERIFIER and BUDGET-APPROVER as
indicated in the parenthesis :-

(a) Finance Wing (Finance_Wing)
b) IS Division (ISD)
) C&PR (C&PR)
)PFD (PFD)
) Staff Welfare (HRM1)
f) Sports (HRM1)
g) Purchase of Motor Vehicle (HRM1)

c
d
e

(
(
(
(
(
(

(2) Budget Allocation:- Budget uploaded by the HO can be allocated to the
offices under its jurisdiction by the Zonal Offices, ASD-HO and NATRSS.
There are three roles for each budget uploading division i.e. BUDGET-
INITIATOR, BUDGET-VERIFIER and BUDGET-APPROVER.

(3)Vendor Master:- Vendor/Lessor can be managed by using this
functionality.

(4) Budget Transaction:- Transactions can be recorded by the concerned
office against the Budget allocated to it.

. BUDGET UPLOAD
1.1 BUDGET-INITIATOR

The following screen will be displayed in the login of Budget Initiator Role.

Powered by NDC, IS Division, Employees’ P F Organisation, India
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T/ Back
= % Menu
4 Search Employee Detalls
8 Change Password of This User Account
¥ Switch Role
1= i# Budget Contral Syatem
¥ Upload Budget
T Upload Budget Raport
4 Budget HO RE Caleulation

Upload Budget

The user needs to first download the budget formats which are available in the
Upload Budget functionality. Then user needs to fill them properly.

OFFICE TYPE : HO

BUDGET CONTROL INITIATOR

Financlal year 2021-2022 "|

Category |BE '\':|

Divisan |Finance_ wWing "l m Mo records found,
Zone Select ZONE ~

Select File e bz | Mo fil..hosen

Display Zone Description

Click here te download Budget Format for Finance Wing
OHe=lp

After filling the data in the downloaded formats, the same needs to be uploaded.
Following data entry screen will be displayed:-

TG I T/ Go to Manu Page
OFFICETYPE . HO

BUDGET CONTROL INITIATOR

Financial Year |202‘I—2022 V| . -
| Mo records found |

Category |BE V|

Divison |Finance_wing *|

Zone |UP V|

Select File Choose File | Mo fil..hosen

Display Zone Description

Select the Financial Year, Category, Division, Zone, Select File. Click Upload.

On successful Following screen will be displayed:-

Powered by NDC, IS Division, Employees’ P F Organisation, India
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le Chrome

13634/Budgettpload.aspx

“Office : HEAD OFFICE (124)
Role : BUDGET-INITIAT
Logged In IP : i1

23 27 Dec 2021, 113:37 A¥

Designation : AD{IS)

localhost:13634 says

Sl upleaded Successfully.

ecember 27,2021 , 11:12:49 Chrome 96.0

0
CK  |Mhment of india)

BRG] t_fg‘ﬂﬂTﬁ;GrJ to Menu Pags

OFFICE TYPE : HO

BUDGET CONTROL INITIATOR

Financial Year 2021-2022 » | ;

| |ZONE (CATEGORY |DIVISION |FIN.YEAR |EPF |EDLI |AMOUNT |INITIATED ON
Catego I—y BE i | i|:| | uP |3' Finarce_Wing |2021-2022 | 861740 i BTO04 | LEpe | 12fZTR027 111336 AM
Divison Finance Wing b |
Zane LIP V|
Select File Choose File | Mo fil...hosen Upload

Display Zone Description

The uploaded file is now available for download to verify with the original data.
Click the hyperlink of Zone. The following screen will be displayed:-

Budget Details

Download as Excel

&

ZONEYEAR  CATEGORYDIVISION HEAD DESCRIPTION EPF |EDLIAMOUNT Remarks
Up  [2021-2022/BE Finance_Wing [REVENLE SECTION Salaries 40300 |500 (30000
] 2021-2022 BE Firance_Wing |REVENUE SECTION Leave Encashment 40500 (500 33000
P |2021-2022 |BE Finance_Wing [REVENLE SECTION Benus 43500 |500 30000
up 2021-2022 BE Finance_Wing [REVEMUE SECTION Ceamess allowanos 40500 (500 (53000
up E [Finance_Wing RE Intarim falel 409500 (500 (50000
R 2021-2022 BE Finance_Wing | Overtime allowance 40500 (500 (50000
Ur 2021-2022 BE 'Fir-a.'ce_wing 2 Other Afowance 40500 (500 |50000
Up Finarice_Wing |RE Travelling Allowancs 40500 (500 150000
lup Finance_Wing ReV Leave Travel Concession l2gs00 [s00 (50000
R 2021-2 E Finance_Wing Medical Allowance 40500 (500 |30020
up 2021-2022BE Finance_Wing |REVENUESECTION Honoranum 40500 (500 30000
UP 2021-2022 BE Finzrce Wing REVENUE SECTION TOTAL REVENUE 544500/5500 550000
Lp 2021-2022: BE [Finance Wing [CONTENGENCIES AND MISC Publicity 9900 (100 13000
Up  |20a1-2022 BE Finance_Wing [CONTENGENCIES AND MISC Audit Fes 9900 (100 10000
up 2021-2022 BE Firiance Wing ICONTENGENCES AND MISC Bank Commission 4900

100 110000

Download the uploaded data in excel format through “Download as Excel” link
given on top right side of the screen above. After downloading, the same needs
to be cross verified with the original data. After verification, click the checkbox
at the beginning of the record. Now there are two options i.e. Reject and Submit

as per the screenshot given below:-
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OFFICETYPE: HO

BUDGET CONTROL INITIATOR

Financial Year |202*1—202?_ V| ¥ |ZONE |CATEGORY [DIVISION |FIN YEAR |EPF |EDLI [AMOUNT |INITIATED ON
Category |BE v I |Frence.vivg | 20212022 [asi740 704 [gTass | 12i27sacen 111336 M
Civison | Finance_Wing b |

Zone |UP “|

Setect File | Choose File | No fil..hosen

[heplay LZone Descriphion

Click hera to-downlead Budget Format for Finance Wing . ’

In case the uploaded file has some discrepancies click the Reject Button, as
per the screenshot given below:-

Enter Reason for Rejection 3 -

Reazon: *

Submit

Record the reason and click Submit button. You can again upload the budget
file.

After successful verification, click the SUBMIT button, an alert will be displayed
"Do you want to submit the budget to verifier?” Click Ok to continue. The
following screen will be displayed:-

Powered by NDC, IS Division, Employees’ P F Organisation, India
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‘hrome

3 /BudgetUpload.aspx

- =
localRETia61 sae ‘I‘»;\_G"TqﬁHTGITﬁ;Gc ta Menu Page
OFFICE TYPE : HO Do you want to submit the budget to verifier?

Financial Year | 2021-2022

v| # |ZONE |CATEGORY |DIVISION |FIN_.YEAR [EPF |EDLI |AMOUNT |INITIATED ON
Category |ee | [T |Finance Wing [2021-2022  |s61740 [8704 |B704es 123772021 111335 AN
Divison | Finance_Wing V|

Zone | up

Select File | Choose File |Mo fil...hosen

Display Zone Dezcription

Click OK, the budget upload file will be submitted to the BUDGET-VERIFIER.

.2 BUDGET-VERIFIER
When the Budget-Verifier logs in, the following screen will be displayed:-

2 & Menu
% Search Employee Details

{3 Change Password of This User Account
¥ Switch Role
= 3 Budget Control System
{0 Budget Verifier
¥ Upload Budget Report

Click Budget Verifier functionality. Following screen will be displayed:-

BUDGET CONTROL VERIFIER

Financial Year |2021 -2022 e | o | ZONE |CATEGORY |DIVISION FIN_YEAR |EPF EDLI | AMOUNT |INITIATED ON
Catagory | BE v| || [ee | Finance wing | 20212002 |ger74o [870s [a70ema 12/27/2021 1124 AM |
Divisan | Finance_Wing “|

Click the hyperlink of Zone. The following screen will be displayed:-
Powered by NDC, IS Division,
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Download as Excel

ZONEYEAR CATEGORYDIVISION HEAD DESCRIPTION EPF |[EDLIAMOUNT Remarks

P 2021-2023. |BE Finance Wing |REVENUE SECTION Salaries 49500 (500 (50000

Lip 2021-2022 |BE Fir!an:E_Wi.ng .F\E\?E-'\J'_iE SECTION Lezve Encashmant 49500 |50D |S00C0

UP 2027-2022 |BE Finance Wing REVEMUE SECTION BonUs 45500 500 |S0000

P 2027-202Z [BE Finance_Wing |REVEMLE SECTION Deamess allowance 458500 |00 |SDO00

up 2021-2022 [EE Finance Wing [RevenuE sEcTioN Interim Ralie? 48500 (500 |S0000

(i3 2021-2022 BE Finance_Wing |REVEMUE SECTION Overume allowance 45500 (300 (50000

e |a021-2002 [pe Finance Wing [REVENLE SECTION Other Allowance 0300|500 |soo0o

e 2021-2022 [BE Finance Wing [REVENUE SECTION Travelling Allowance 45500 (500 (50000

LIE 26271-2022°BE Finance_Wing | ENLIE SECTION Laave T's‘.‘,ei Corcession 43500 50D éUOE-U

P 2021-20E7 |BE Finance Wing EF\E‘JEI‘JL-E SECTION hedical Allowance 49500 |50 |50000

U |2o21-2022.[eE Finance_Wing REVENLE SECTION |ranersrium |4e500 |50 |s0000

up 2021-2022BE l']ml_}:ﬂ_WlngEREVENUE SECTION TOTAL REVENUE 5445005500 |550000

(k= 2021-2022 |BE Finance_Wing |[CONTENGENCIES AND MISC Publicity 2900 [10D (10000

p |ao21-20: fee Finance_Wing ICONTENGENCIES AND MISC Audit Fee se00 100 |10000 |

2021-2022 |BE Finance Wing ICONTENGENCIES AND MISC Beni Commissicn 9500 (100 [70000 | = ] i
i v

The role of the Budget Verifier is to verify the budget uploaded by the Budget
Initiator. In case the data is correct he needs to forward the task to Budget
Approver. In case of any discrepancy the task can be sent back to the Budget
Initiator for re-uploading.

Like the budget initiator, the budget verifier also has two options Reject or
Submit. After rejection the task goes back to Budget-Initiator. To reject, record
the reason and click Submit to send back the task to Budget Initiator.

SINGH designation : SEC
Logged In IP : 01 Last Logged In on : December 27,2021 , 11:12:14 Chrome 96.0

Enter Reason for Rejection £ -

Reason: *

iSuhmiri

To forward the task to Budget Approver, SUBMIT button as per screenshot
below

Powered by NDC, IS Division, Employees’ P F Organisation, India
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OFFICE TYPE : HO

Financial Year |2021 —202_2 e | EDLI | AMOUNT |INITIATED ON
Catagory [Be ~| IS | Finance_wing | 202 [ser7an [e70s [s70s44 12742021 1127004 AM
Divisan | Finance_Wing “|

The following screen will be displayed:-

Chrome

634/Budgerverifier.aspy

—— e e e
ocathost: 13634 says T I,

¥ BJIE_[,H] ON Ui /G0 to Menu Page

Cro you want to submit the budget to approver?
OFFICETYPE : HO
EN -

Financial Year | 2021-2022 “'i = | % |zonE |cATEGORY |DIVisioN | FIN_YEAR |EPF  |EDUI |AMOUNT |INITIATED ON =
s |BE v| i - [amates 12/27/2021
Divison Finance_Wing "|

Click OK to forward the task to Budget Approver.

Powered by NDC, IS Division, Employees’

P F Organisation, India
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When the Budget- Approver logs in, the following screen will be displayed:-

= # Menu
¥ Search Employee Details
3 Change Password of This User Account
¥ Switch Role
= ¥ Budget Control System
¥ Budget Approver
¥ Budget Pool Adjustment
¥ Upload Budget Report
¥ Budget HO RE Calculation Approver

i/ Back

Click Budget Approver functionality. Following screen will be displayed:-

TR OF T $d/Ge to Menu Page

BUDGET CONTROL APPROVER

OFFICE TYPE : HO

Financial Year

2021-2022 ~’| ¥ | ZONE CATEGORY DAVISION
Categary BE ~| @ BE Finance Wirg
Divison

Finance_Wing

FIN_YEAR |EPF

20212022

|EDLI |AMOUNT |VERIFIED ON

BE1T40 Ii?{)—'

Click the hyperlink of Zone. The following screen will be displayed:-

Powered by NDC, IS Division,
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Download &s Excel

Up 2021-2022 (BE Finance_Wing CONTENGENCIES AND MISC Misc, Office Expenses 9900 |100 | 10000 *
up 2021-2022 |BE |inance_wing lCONTENGENCIES AND MISC [Book & Journal for Library 9900 100 |1000D
up 2021-2022 |BE |Finance_Wing [CONTENGENCIES AND MISC :'lra-mr.g and Confersnce {9500 (100 | 10000
e 2D21-2022 |BE Firiance_Wing CONTENGENCIES ANDMISC Frofessional senvices 9900 100 10030
P 2021-2022 |BE Finance Wing ([CONTENGENCIES AND MISC [swachhita Action PlanisaP 19800 100 | 10000
UP  |2021-2022(BE |Financa Wing CONTENGENCIES AND MISC TOTAL CONTENGENCIES 1227700(2300 230000
up 2021-2022 |BE Finance:Wing RETIREMENT BENEFITS Pension cum Gratuity 20900 (211 (21111
[E= 2021-2022 |BE .=ir'ar-:5_‘.'.n’ir\.:_; [RETIREMENT BENEFITS hesie Salary & Pension Cortribution 2000 [p11 [zr110
up 2021-2022 |BE Finance_Wing [RETIREMENT BENEFITS {Payment of Assurance Benefits 120900 1211 271
ue 2021-2022 |BE .=i=‘.av'-cs_\.\o’ing [RETIREMENT BENEFITS Isarid's shars S rontibution fowards Contributory PF 20000 [p11 |20119
Up 2021-2022BE |Finance Wing RETIREMENT BENEFITS TOTAL RETIREMENT BEMEFITS ‘83600 |B44 4444
e |roz1-2cez |ee | Finance Wing [REPAVASLE LOANS AND ADVANCES  |House Building Advarce [tssn o Jao00
up 2{21-2022 |BE Firance_Wing [REPAYABLE LOANS AND ADNANCES  [Personal Computer Advance 1980 |20 (2000
(=3 2021-2022 |BE Ei.—uarcs_‘.\rir-; [REPAVASLE LOANS AND ADVANCES  |Other Advances (Spacial Festival advances =to) [1eas |20 |2000
upP 2021-2022BE :ﬁnan:e_WingﬂEPﬂ\fABLE LOANS AND AD\I'ANCES;TOTAL REPAYAELE LOANS AND ADVANCES 5940 B0 6000
ue 2021-2022 BE Finance Wing GRAND TOTAL GRANDTOTAL 861740 3704 B70444

The role of the Budget Approver is to approve the budget uploaded by the
Budget Initiator and verified by the Budget Verifier. In case the data is correct
he needs to approve the same. In case of any discrepancy the task can be sent
back to the Budget Initiator for re-uploading.

The budget approver also has two options Reject or Submit. After rejection the
task goes back to Budget-Initiator. To reject, record the reason and click Submit
to send back the task to Budget Initiator.

Upload Budget Report: This report is available with all three roles i.e. BUDGET-
INITIATOR, BUDGET-VERIFIER and BUDGET-APPROVER.

Upload Budget Report at Initiator

Role : BUDGET-INITIATOR WELCOME : R SURESHKUMAR Designation = AD{IS)

Logged In IP : 11 Last Logged In on 1 Jonuary 06,2022 | 10:01:05 Chrome 96.0

Employees’ Provident Fund Organisation
[A Statulory Body Under Miniztry of Labaur & Emplayment, Government of india)

AL OF O3 lliGe to Meiu Page
OFFICE TYPE | HO

BUDGET UPLOAD REPORT

[Financial Yfear |2020-2021 ~|

-L_EtEgGr)" BE Rall zone caTesory |DivisiOn .FIN_'I'E»QH EPF |EDL | AMOUNT |INITIA

|
Divison Finance Wing wluw e Finerce Wing |20atoert  [4nsedoos [apoaer |asmeszoo  [wesmsizroatasam

Powered by NDC, IS Division, Employees’ P F Organisation, India




www.govtstaff.com

Download Budget Report in Excel at Initiator

Logged Tn 1P :

ance_Wing

Finance_\

g [REVERUE

signation -

Last Logged Tn on : January 06,2023 ,

Budget Report Details

NT Remar
REVEMLUE S

ve Travel Con

wedical Allowanca

Hengrarium

Rol

Logged Tn TP

CFFICE TYPE : HO

: BUDGET-VERIFTER

OME : DHARAMITT STNGH N OFFICER

st Logged T

iployees' Provident Fund O
(A statutory Body Under Ministry of Labour & Employment, ¢

e 96.0

overnment of India)

50 to Menu Page

Vgl O T

BUDGET UPLOAD REPOR

|Financizl Year |2020-2021 =

-

:C ategory | Ef_
Divison Finance_Wing

EDLl |AM

Download Budget Report in Excel at Verifier

Logged In 1P :

CATEGORY DIVISION

: BUDGET-VERIFIER

DME : DHARAMIIT STNGH ON OFFICER

I ast Loqged In o 40 Chrome 9

HEAD DESCRIFTION

ave Encashmant

|Bonus
|Degrnigss al

rin fled

[Crertirie aliowance
Dthiar Allos

[Trawvelling

Lezve Traw

|Finante_Wing

arce. \Wing

Finance_Ming

|Finance Wing|
)

REVENUE SECTION
ES AND MISC
ES AND M

5C

Finance \Wina I

ENGENCIES AND MISC

Powered by NDC,

IS Division, India
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Upload Budget Report at Approver

Role : BUDGET-APPROVER

Logyed In IP : 1

WELCOME : SHWETA SHARMA

www.govtstaff.com

Designation : Assistont Section Officer (AS0)

Last Logged In on : January 06,2022 , 10:01:37 Chrome 96.0

Employees' Provident Fund Organ

A Statulory Body Under Ministry of Labour £ Employment, Government of india)

GFHCE TYPE : HO

to Menu Page

e g5 i

UDGET UPLOAD REPOR

Financial Year [2020-2021
BE
| Finance Wing

|Category GORY

Drivison

D

Download Budget Report in Excel at Approver

Hole : BUDGET-APPROVER

Logged In I : 1

WELCOME : SHWETA SHARMA

Designation : Assistant Section Officer (AS0)

Last Logged In on : January 06,2022 , 10:01:37 Chrome 96.0

- ‘Budget Report Details :

|Dvertime aliowznca

Ether Allowance 590
Trawetling EE
nance. Wing |Leave Travel Concession 990 1o

ance Wing

|Medical allowance

{Hanorarwm

REVENUE SECTION

TOTAL REVENUE

g [con

Role : BUDGET-TNITTATOR

Logged In EP o2 221

GENTIES AND MIST

WELCOME : R SURI KUMAR

Last Logged Inon = lanua

Designation : AD{1S5)

2022 |, 10:01:37 Chrome 960

Employees’ Provident Fund Organisation
(A statutory Body Under Ministry of Labour & Employment, Government of india)

QFFCE TYPE : HO

Financial Year [2020-2021

Category Addl_Budget bl ZONE | CATEGORY
Divison Finance_Win |

|DVISION

Fenging st VerTer

Powered by NDC, IS Div

ision,

Employees’

P F Organisation, India
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Download Budget Report in Excel at Initiator (For Additional Budget)

Role : BUDGET-INITIATOR WELCOME : R SURESHKUMAR Designation : AD{IS)
Logged InIP : =1 Last Logged In on : January 06,2022 , 10:01:27 Chrome 96.0

Additional Budpet Report Details

Download as Fxeel

TEGORY|DIVISION HE MARKS
REVENUE SECTION Salaries 1000 B in Salary.

s 2020-2021|4dd) Budgst |Finance_Wing

Upload Budget Report at Verifier (For Additional Budget)

Role : BUDGET-VERIFIER WELCOME : DHARAMILT SINGH Dasignation : SECTION OFFICER

Logged In IP : 21 Last Logged In on : January 06,2022 , 11:01:28 Chrome 56.0

Employees’ Provident Fund Organisation
A Statulery Bedy Under Miniztry of Labour & Employment, Governmant of india)

2o 10 Menu Page

QFFICE TYPE: HO

BUDGET UPLOAD REPORT

Financial Year | 2020-2021
Categary Addl_Budget

APPROVED ON STATUS

Pending at Aporover

Divison | Finance_Wing - | Up |aod Busger  |Fnanceing

Download Budget Report in Excel at Verifier (For Additional Budget)

Role : BUDGET-VERIFIER WELCOME : DHARAMIIT SINGH Decignation : SECTION OFFICER
Logged In IP : :x1 Last Logged In on : January 06,2022 , 11:01:28 Chrome 96.0

-~ Additional Budget Report Details

Powered by NDC, IS Division, Employees’ P F Organisation, India
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Upload Budget Report at Approver (For Additional Budget)

Designation : Assistant Section Officer (AS0)

Role : BUDGET-APPROVER WELCOME - SHWETA SHARMA
Last Logged In on : January 06,2022 , 11:01:10 Chrome 96.0

Logged In 1P : =11
Employees’ Provident Fund Organisation
[A statutory Body Under Ministry of Labour & Empleyment, Gevernment of India)

| Holp |
3 q_'gu?Tl'lﬁ‘*’GL' 1o Menu Page

OFFICE TYPE: HO
BUDGET UPLOAD REPORT

Financial Year |2020-2021 B
Category | Addl Budget M

Divison Finance_Wing

VERIFIED ON ;ﬁf-‘PRD‘JED ON STATUS

FIN_YEAR AMOUNT INITI

ZOME |CATEGORY CIVISION

P Acd! Budgel Finarce Wig

20220106 111023 Approved

2002-0%-06 MO

Download Budget Report in Excel at Approver (For Additional Budget)

WELCOME : SHWETA SHARMA Designation : Assistant Section Officer (ASq

Role : BUDGET-APPROVER
Last Logged In on : January 06,2022  11:01:10 Chrome 96.0

Logged In IP = =x1

Additional Budget Report Detalls -

Download as Excel

ZONEYEAR CATEGORY DIVISION HEAD DESCRIPTION AMOUNT REMARKS

] up 2020-2021 Addl_Budget |Fiiance Wing|FEVENUE SECTION Salarles 1000 Add in Salary,

Powered by NDC, IS Division, Employees’ P F Organisation, India
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II. BUDGET ALLOCATION

Budget allocation is to be done by the Zonal Offices, ASD-HO and NATRSS.
The HR Admin (****120 user) of the concerned office has to select the branch
of the officials/officers for roles BUDGET-INITIATOR, BUDGET-VERIFIER and
BUDGET-APPROVER as ACC.

1.1 BUDGET-INITIATOR:

The following screen will be displayed in the login of Budget Initiator Role.

Office : KANPUR ( 094 ) User 1d : 2094006 Version :Last Updated 06, Jun 2018 [ V 2.22 ) 05 Febi 2022, 03:03:46 M
Role : BUDGET-INITIATOR WELCOME : PREM NARAYAN Designation : 555A

Logged In TP : =21 Last Logged In on : February 09,2023 , 17:02:31 Chrome 97.1

Employees' Provident Fund Organisation
{A Stalutory Body Under Ministry of Labour & Employment. Government of India)

ditfBack
= @ Menu
¥ Search Employee Datails
Qﬁ Change Password of This User Account
¥ Switch Role
5 {3 Budget Cantrol System
tﬂ Budget Allocation Initiator

Select Fin. Year, Division, Category and Office as per the screenshots given

below:-
FIN. YEAR |2021-2022 ~| SUSCY e Wi gl
DIVISION | Select Divison "| Ttk YRR | 2021-2022 v| il ST =
CATEGORY | Select Divison DIVISION | Select Divison V| aEscE
— |C&PR
B - CATEGORY BE i
3 Financze_Wing T ALLAHARAD
BFFICE | HEM-MY [BAREILLY
| HRM-5P RE s
HRM-5W OFFICE |LUCKNEY
| MEERUT
15D | FEITLA,
MERANRS

BUDGET CONTROL ALLOCATION INITIATOR

FIN. YEAR 2021-2022 ~| SUMMARY

DiVISION Finznce Wing v| Mo records found | =
CATEGORY BE ~|

OFFICE | AGRA v|

ENTER DETAILS

HEAD SUBHEAD ZO BE |ZO_ADDL_ANNT 20O _DISBURSED) PFOOL _url\'l:"t?(;T]:‘:‘é)nBE EFF EDLI
'REVENUE SECTION SALARES 50000 o a 500000 0,00 0.00
REVENUE SECTION LEANVE ENCASHMENT 50000 o [ 500000 £.00) 00\'.}
|REVENUE SECTION BONUS S0000 o L 50000. o .00 0,00
REVENUE SECTION DEARMESS ALLOWANCE 50000 (4] 500000 0.00 0.00
REVENUE SECTIONM IMTERIM RELIEF 50000 D [ 500000 0.00 C.00
REVEMNUE SECTION (OVERTIME ALLOCAWANCE 50000 o (il 50000/ 0 .00 l}.I}S:
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Enter AMOUNT TO BE ALLOTTED then click Submit button.

If allotted amount is less than pool amount then following screen will be
displayed:-

" HAM - Gaogle Chrame = 3 d
(@ focalhostd 3634/ Budg SPX
Office ; KANPUR { 094 ) User Td |
localhost: 13634 says = =
Role : BUDGET-INITIAT Designation ©
L v Records inserted Successfully seember 27 202
‘n—mnl of india)
BUDGET CON ALLOCATION INITIATOR
EIN. YEAR [2021-2022 ~ SUMMARY
DIVISION | Finance Wing v [T [orrice [carecory  [onvision [Fn_vesx [epr [Enur [avorstaisorten |
CATEGORY | EE ~| AITRA 8E Finance Wing  |2021-2022 |BS7TE (B85 |BSS44 |
OFFICE [acra -
ENTER DETAILS
AMOUNT TO BE
HEAD ‘ SURHEAD ‘ 70 BE |zo_.;n|>1._,uﬁ\'r|zo_mssmsm POOL P | 2 ‘ EDLI

REVENUE SECTION SALARIES 50000 9 20000 s0000] 9 %00 0.00)

[REVENUE SECTION LEAVE ENCASHMENT 50000 o 6230 43770{ 0 0.00; 000

[REVEMUE SECTION BOMNUS 30000 o asna 14786 oo .09

REVENUE SECTION DEARMESS ALLOWANCE 30000 o 2000 o0 000

REVENUE SECTION INTERIM RELER 0000 o 23600 000 1.00)

REVENUE SECTION (CERTIME ALLOWANCE 50000 o 200 noo! goa .

In case it is greater than pool amount, then following error will be displayed:-
@ HAM - Google Chiome = =] 3
Budgetallocationaspx
Hole : BUDGET- INITIAT Designation © S554 -

scalthost: 13634 !
Logged In 1P : ::1 lonafhosht 3624 s2yn ecember 27,2021 , 11:12:57 Chrome $6.0
Allocated amount shoudd ba'less than arequal to Fool Amount i

pment of India)

FIN. YEAR [2021-2022 v SUMMARY
DIVISION .Financé_'u'.a'ing ..| tig records found |
CATEGORY BE v|
OFFICE [AGRA v
ENTER DETAILS
‘ HEAD ‘ SUBHEAD Z0_BE ‘ZO_.&DDL_.-\_\E\T [Z0 DISBURSED) POOL AN AT IO EPF EDLI
ALLOTTED
.REVENUE SECTION 0000 o (] 300060020000 19800.00)
;REVENUE SECTION 50000 [ a (] A3770.00| 6230 | G167, 70
REVENUE SECTION 50000 | e} [+3 147860035214 34361.80)
REVENUE SECTION 50000 [ i o 43479.00; 55115‘ G4335.79)
REVENUE SECTION INTERIM RELIEF 50000 i o 3000010 0.00) 000
REVENUE SECTION OVERTIME ALLOWANCE 50000 o [+ 5000010 .00/ 00|
|, | : = = I S 2] Radaigaled- Aol
L

Budget allocation can be downloaded in
screenshot given below:-

Excel and PDF format as per
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Hole : BUDGET-INITIATOR WELCOME : PREM NARAYAN Designation

Logged In IP - =21 Last Logged In on : December 27,2021 , 1 2:57 Chrome 960

Budget Details

Download 55 Ewcel | Download as POF

OFFICE YEAR N JESCRIPTION EDLI AMOUNT

AGRA 2021-2022 |BE Finance Wing |REVENUE SECTION 19300 |200 (20000
AGRA 2021-2022 | BE Eirance Wing |REVENUESECTION Leave Engashmant 158 |62 6230
AGRA 2p21-2022 .EE Finance Wing |REVENUE SECTHIN Bonus 34852 352 315214
AGRA | 2027-2022 .BE Finance Wing [REVEMUE | Dearness zllowance 1an |20 IZIJEB
AGRA ._5%21-202 :BE Finance Wing |REVENUE | Interim Relef 22??{; 230 .ZE\‘E‘L.‘L'
AGRA 28212022 | BE Firance wWing |REVENUESE Cvartima allowance 138 2 a0
AGRA 2021-2022 |BE Finance Wing |REVENUE SECTRON Cither allowance [} o o
AGRA 2027-2022 .BE Finance Wing |REVENUE SEC | Travelling allcwance o o .C
EGRA, | 2021-202T :BE Finance Wing |REVENUESECTHON | Leave Travel Concession 8 i 0 o
AGRA .."_531-202.1 :BE Finance Wing |REVENUESECTION Medical Allowarice a o .G
AGRA 2921-2022 3 Finance Wing |REVENUE SECTION Hanbrarium 55 o L
R Eimmman tliea | DEVERIIE PEATIAM [vrrar aevese eevroloce lezeas =

Once the budget is allotted to all the offices under the jurisdiction of zonal office,
now the budget can be rejected or forwarded to the Budget Verifier.

hrome-

24 /Budgetaliocationaspx

BUDGET CONTROL ALLOCATION INITIATOR

FIM. YEAR |2021-2022 = SUMMARY
DIVISION | Finance Wing v [@|orrice |catEGomy [prvisioy [P yEsR [EPF |EDLI [AMoOUNT ALLOTTED -
CATEGORY |BF_ v ALLAHADAD  BE finsnce_Wing | 2021-2022 |5435 |65 6500
| Summary |
OFFICE [ALLAHABAD v|

coem

ENTER DETAILS
HEAD SUBHEAD Z0O BE |ZO ADDL AMNT(ZO DISEURSED POOL A EFF EDLI
ALLOTIED
REVEMUE SECTION SALARIES 50000 o 25000 25000 0 0,00) 0,00
REVEMUE SECTION LEAVE ENCASHMENT 50000 1] 6730 432700 0.00) 0.0
REVEMUE SECTION BOMUS 50000 i} . 36214 15786; o . 0.00) i 0.00
|REVENUE SECTION CEARMESS ALLOWANCE 30000 D 2000 48000] © 0.00) 0.0
REVEMUE SECTION NTERIM RELIEF 50000 o 23000 27000 0 | 000 0.00)
REVENUE SECTION (OVERTIME ALLOWANCE 50000 i} 200 49500. o : 0.00) .00
| ——— | = = ]| T -

Submit

To reject, click Reject button.

To forward the task to Budget Verifier click check box and then Submit.
Following screen will be displayed:-
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WM - Google Chrame - |

ocalhost:13634/Budgetallotation.aspx

_ locathost 12634 says INITIATOR

FIN. YEAR 2021-2022 . Do you want to submit the budget to verfier?

DIVISION  [Finance_Wing Cancel | pF [EpLr|AMOUNT |
CATEGORY [BE | Ll ' ST

|'!L.'LL'AHAS-.ED]'BE' [Finance Wing [2021-2022 [6435(63 | 63C0

OFFICE [ALLAHABAD v

BUDGET FOR ALLAHABAD HAS BEEN INITIATED AND PENDING TO BE SENT TO VERIFIER

Click OK to send the task to verifier.

1.2 BUDGET-VERIFIER

When the Budget-Verifier logs in, the following screen will be displayed:-

Office : KANPUR { 094 ) User Id : 2094006 Version :Last Updated 06, Jun 2018 { Vv 2.22 ) 09 Fab 3037, 03314 PR

= TN Hole : BUDGET-VERIFIER WELCOME : PREM NARAYAN Designation : S55A
-":@"_"' Logged Im IP : ::1 Last Logged In on : February 09,2022  17:02:31 Chrome
.y

Employees' Provident Fund Organisation
{A Statutery Body Under Ministry of Labour & Empleyment, Government of india)

T/ Back
= & Menu
‘8 Search Employee Details
¥ Change Password of This User Account
% Switch Role
= iﬂ Budget Control Systam
t::'{ Budget Allocation Verifier

Click Budget Allocation Verifier button. Select Fin Year, Categories and
Division, following screen will be displayed:-

_______________BUDGET|
BUDGET CON |

Financial Year | 2021-2022 -
Categery BE

- 54 P —
Financial Year  [2021-2022 v| e i

Category Select Category v E— e ’—

| Finance Wi
Divison w

| HRM-5P
BE | HRM-sw
RE IsD
PID
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BUDGET CONTROL ALLOCATION VERIFIER

. : SUMMARY
Financial Year |2021 -2022 "|
” || |OFFICE |CATE.GORY |DIVISIOS FIN YEAR (EPF EDLT |Amount
Category |BE "|
o - z O |acr4 BE Finance_Wing  |2021-2022 (85778 |BEE (86644
Divison |F|nance_Wlng "| e - S : <
O [arLaqazan 8E Finance_Wing 2021-2022 8435 |65 6500

Click the hyperlink of Zone. The following screen will be displayed:-

| Budgel Details x

Bownload as Feeel
CATEGORYDIVISION |HEAD DESCRIPTION EPF EDLI AMOUNT
AGRA |20, E Finance_\Wing _Sal; ries [ QSDGEEEC
|AGRA |2 Finance \ing |Leave Encashment pios 62 |
AERA Finance_Wing Bonus 348621352
AGRA E Finance_Wing |Dearness allowance 1980 |20
AGRA |2021- E Finance_Wing. |R tnterim Refief 270230
AORA 21- E Finance \Wing Cvertime allowance 196° |2
1AGRA  [2021- 3 Fnance Wing (Other Allowance 0 0 0
|AGRA Finance Wing Travelling Allowance a o o
IAGRA 21-2022 |BE Finahce \Wing Laave Travel Concessian a o o
\AGRA (202 Finance_\Wing [F SECTION M=cical Allawancs o o a
AGRA 21-20; E Finance_Wing [RE E SECTION Hanorarium a o a
|AGRA |2021-2022|BE Finance_Wing[REVENUE SECTION TOTAL REVENUE BETTE 866 B6E44
..‘-GR.J! 202 1-2022 |BE =in3me_\-‘.rmg [CONTENGENCIES AND MISC .P':Jbli:if.',r O .\‘J. .O
;\CRJ‘ 202 i-2022 BE éi.na.n:e_\v‘.finq ;_'ON.TENGE’\I,_.ES ANDMISC Au;:h( F.ee .0 G Cl
|aGRa; |a021-2022 [B2 Finance ‘.‘:"i.f‘Q COMTENGEMNCIES AND MISC lBank Commission 0 o o X

Reject and Submit buttons have the same purpose and function as in the case
of uploading has.

1.3 BUDGET-APPROVER

Office : KANPUR [ 094 )} User Id : 2093006

version :Last Updated 06, Jun 2018 ( v 2.22 ) 08 Feb 2022, 05:36:45 PN
Role : BUDGET-APPROVER WELCOME : PREM NARAYAN Designation : 555A

T Logged Tm TP - 01 Last Logged In on : February 09,2022 , 17:02:26 Chrome 9
Employees’ Provident Fund Organisation

{A Stotutory Body Under mMinistry of Labour & Employment, Government of India)

T/ Back
= (# Menu
@ Soarch Employee Details
$# Change Password of This User Account
ﬁ Switch Role
= Ya Budget Control Systom
¥ Budget Allocation Approver
Qfg Budget Pool Adjustment

In purpose of the Budget Allocation Approver functionality is same as in the
case of Budget Approver (Upload). Also the process flow is same.
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Budget Pool Adjustment
The purpose of this functionality is to be adjust the budget already allotted.

Click the Budget Pool Adjustment. Following screen will be displayed:-

BUDGET POOL ADJUSTMENT |

Zane up~ Financial Year Select Year v Category v Divisan - Cfice _'V|

Select Financial year, Category, Division and Office. Following screen will be
displayed:-

BUDGET CONTROL POOL ACCOUNT

Zone up~ Financial Year |2021-2022 hd Category Divison Finance_Wing ¥ Office AGRA v

ADDL_ AMNI ZO L0 MEBURSED FO0L

REVEMUE SECTION Salanes 50000 0 50000 25000 23000 20000 .
REVEMUE SECTION .EUOUG .'3 .55’30':' .6?3':‘ .432?0 IEEE-G .
REVENUE SECTION 50000 [0 {50000 36214 135 |3s214 BE
REVEMUE SECTION 50000 o 50000 2000 43000 2000 .
REVEMUE SECTION . 50000 . o . 50000 . 23000 . 27000 . 23000 - l
REVEMNUE SECTION 50000 o 50000 200 49800 200 ! .
REVEMUE SECTION 50000 o 50000 [} 50000 o .
REVENUE SECTION 50000 0 50000 0 50000 o [+ ] |
REVEMUE SECTION 50000 [&; 50000 a 50000 o ' .

= I . o - — ==

Make necessary adjustments and click Save button. Following screen will be
displayed:-

- Google Chrome:- =
:athost13634/BudgetallocationPacl.aspy

Office : KANPUR { 004} User Id ; | 37 Dec 2021, 12:38:43 PR Signt
== localhost:13634 says -

Role : BUDGET-APPROV Designation : SSSA
Successfully updated
Logged In IP : 1 Sucgessfully updated

ecember 27,2021 , 12:12:19 Chrome 96.0

T 1
menl of India)

T ¥ UE W/Go to Menu Page

BUDGET CONTROL POOL ACCOUNT

Zone up~ Financial Year 2021-2022 % Category BE v Divisan Finance Wing ¥ Office AGRA 2
HEAD SUBHEAD BE  ADDL_AMNT Z0 TOTAL ZO_DISBURSED POOL AGRA  REMARKS
——— o EE
REVEMUE SECTION | Saisnas 50000 o 50000 25100 24900 20100 Add Something 5
i ———— ose
REVENUE SECTION | Lezy 50000 0 50000 8730 43270 6230 B
REVENUE SECTION | Bonus 0000 D sconn B214 13786 35274 BE
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To display the subhead details, click SUBHEAD Button. Following screen will
be displayed:-

St O TR S /Ge te

- BUDGETADJUSTMENT DETAILS

ZONE OFFICE | SUBHEAD | PREVIOUS ADDED MINUS | CURRENT TIMESTAMP Remarks
Zone UP  |AGRA | Salaries 0 20000 12/27/2021 12:03:07 FM | Alloteed by 20
up AGRA | Salaties 100 0 20100 12/27/2021 12:32:45 P | Add something
ue AGRA Ralaries t0a0 a Z1100 1272772021 12:33:42 P | Add Sume{h:ng
REVEMUE {
REVEMLE 9
REVEMUE §
REVEMUE {
1
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22
VENDOR MASTER

The purpose of this functionality to manage the Vendor/Lessor master.

It has three functionalities namely (i) Budget Add Vendor/Lessor, (ii) Budget
Edit/Blacklist Vendor/Lessor and (iii) Budget Vendor/Lessor Report. All three
functionalities are single level under the role of DA-LIST.

When the DA-LIST user logs in, the following screen displays:-

o/ Back
= T Menu
¥ Search Employee Detils
i@; Change Password of This Ussr Account
i Switch Role
=4 @ Budget Vendor Master And Transaction
¥ Budget Transaction
¥ Budget Add VendorfLessor
<& Budget Edit'Black List VendoriLessor
8 Budget Vendoessor Report
Q} Budget Pending Transactions

Budget Add Vendor/Lessor

The purpose of this functionality is to add the Vendor/Lessor in the master.
There are two radio buttons for Vendor and Lessor. Upon clicking the
functionality, the following screen displays:-

i/ Back |
BUDGET ADD VENDOR/LESSOR
Vendor /Lessor
@ endar Chessor
Basic Details
o | | GSTN |
|Sefect Work Area
Wenidor/Lessar Name{tasnoy | | Wark Area s—:nr-itf.:er

Agency z

Work Area {Others)

Name of FersoniRepresanting

MR w | WMokile M
Agency] —_—  —_—

Cesignation |Seled Designation & Email icl

wddress Detalls

Adddresst

Address?

Pin Code

Cistrict

|
|
|
State d
|

city

Bank Details

ESC Cagat [Select IF5C cODE vl

Bank Hamea® ! | Eranch Name

User can select one Radio Button. User enters data in the data entry fields.
Vendor/Lessor Name (Agency), Name of Person, Mobile No., Address1, Pin
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Code, IFSC code and Bank Name fields are mandatory. Rest are optional. You
can select multiple Work Areas. Click Vendor/Lessor button, following screen
will be displayed:-

Iocalhost: 13634 says

endor/Lessor NamejAgency)” :|RAHUL AGRO PRIVATE LIMIT v
s —  Datasaved Successfully For vendor/Lessor 1d - VNDR_D24_11
| -
=

Nama of Personifepr ting

E MR v ||RAHUL KUMAR T TV i T TITES
N | R | VIOTIE 15T [T
Cesighation :|CEC b Ernail id :!k@gmail.ccm

Address Details

Agdress1® |wa DELHI |
Aodrass2 :|NEW DELHI |
Piri Code® :|‘I1DJ??
szte '||:|ELr—I
Castract '||:![—=_!—|

: |
City 'lSOU‘H CITY

Bank Details

|ESC Code’ i"c.d, y o

Bank Mame™ CORPORATION BANK Branch Name' :| HUDIKERL
Acoount No® | .........

Re-Enter Account Mo® -|123455?£9

| Vendor/Lessor

For LESSOR the data entry fields are same as for VENDOR.

Budget Edit/Black List Vendor/Lessor

With the help of this functionality, the Vendor/Lessor details added through
Budget Add Vendor/Lessor can be (i) edited, (ii) blacklisted, (iii) removed from
backlist and (iv) deleted.

Upon clicking the functionality, A list of the vendor/lessor master displays:-
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i/ Back

Vendor/LessorState

Vendor/LessorlTistrict

Edit Blackiist

DR L L, S [LgHIT |Edt|Blacklize |D
2 RANPLR RAHUL AGRO PVT LIMITED RAHUL RUMAR DELH DELHI
3 KANPUR A A |
4 KANPUR GHFEH s | £t Btackeict
B KANPLR 6655 Gana | Exlit | Blacl st
B KANPLIR HAMAR PALM AGRO K2 NWAR PAL UP iatl) L O, Elel | Blackiast |2
7 [VNDR_O94.6 KANPUR Mok TR RaAT P PaT |LessaR £ s
= VNER.094.7 [kanips RASHMI TR RASHMI 3 By VENDOR [ —
] :lvmnﬂ_.um_1 FANPUR LAKAMIAGENCY LAANI NARAYAN DELHE :sxw LESS0R. !ma!ma(u.ismd

Each record has three action button namely Edit, Blacklist and Delete. To
edit/update the Vendor/Lessor details click the Edit button of the respective
record, following screen displays in pop up:-

Role - DA-LTIST
Logged In TP @ =1

WELCOME - VINOD KR TRIPATHT

Designation : S55A

Last Logged In on : Febrsary 14,2022 |, 12:02:55 Ch

ate Vendor Details for - VNDR 094 9

Vendor NamelAgency)®

tame of
Person(Replesenting
Agency)”

Designation
Address 1
Pin Code®
Cistrict

IFSC Code™

Bank Marma®

Make necessary changes/editing.

be displayed:-

:|CCCCC555 5C

:|RasuL AsRC PYT LMITED

MR ¥ |RA!—-.\_'L EUMAR,

:[ceo

|pEs

10077

: | DEL=I
:| corpooonoaT

Jeraeiz amicm ainie

:| 22CO00CS555C1D5

Select Work Arez
|supplier
'[Compurer

Agency

WorkcArza

Work Area (Others) :|
nMobile reo :|595745£130

E-mail id :| KEGMAILCIOM

Adldress? :‘

Stats |oew

City :|_DEL:-|:

Branck hlama Jrwnizie

Click Update Button, the following screen will
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ipogie Chrome

o5t 13634 /Budget Edit Blacklist Vendorason

localhost: 13624 says

Role - DA-LIST Designation - S55A

Data Updated Successfully For Vendor/Lessor 1d - VINDR_094.11

Logged Tn TP - 1 February 15,2022 , 12:02:23 Chrome 9

T T —
Agency.

Work Area (Others) :|

MName of

Person{Representing (MR || RAHUL KUMAR Waokile Na* :|5954623123

Agency]”

Designaticn’ 1| CED Vl E-mailid :| K@CMAILCOM
INEW DELHI NEW DELHI
Addressi® : Adddrass? :
L B
Pin Cade HER | Slate :| DELHI
District A= | ery Jsoutary
IESC Code | corponoDog v|
Bank Name* | CORPORATION BANK | eranch Mame [ rubiea
Account No” 123456762 | Re-Enter Account No™ :[1 23456759

Update

To make a record blacklist, click the Blacklist button of the respective record,
following screen displays:-

rm Role : DA-LIST WELCOME : VINOD KR TRIPATHIL Designation : 555A
N
Logged In IP : 21 Last Logged In on : February 15,2022 , 10:02:

Black List Vendor Details for - YNDR 094 9

Office Code s 024
Vendor Code: VINDR 094 O
Yendor Name : RAHUL KUMAR
Agency Name ! RARUL BGRO PYT LIMITEER

Crder Number: 15

Order Date § 157022022

Reason for Add To Elack |Black listed.
List:

Add To Black List

Enter the Order Number, Select Order Date and record the Reason for Add to
Black List. Click Add to Black List button, the status of the record will become
“Blacklisted” from “Blacklist”. The blacklisted record can be removed from the
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blacklist by clicking the “Blacklisted” button at of the respective record.
Following screen displays:-

Role : DA-LIST WELCOME : VINOD KR TRIPATHIL Designation : S

Logged In IP: :21 Last Logged In on : February 15,2022

] Black List Vendor Details for - VNDR 094 8 3
(X

&
Office Code : 024

Vendor Coda : VMNDR D04 B

Vendor Name : FFE

Agency Mame ! GHFGH

Order Number; 162

Order Date: 147022022

Reason for Remove From [Removed
Black List:

Remove From Black List

Enter the Order Number, Select Order Date and record the Reason for Add to
Black List. Click Remove From Black List button, the status of the record will
change accordingly.

To Delete a record, click the Delete button of the respective record. Enter the
Order Number, Select Order Date and record the Reason for Removing. Click
Delete Vendor/Lessor, following screen displays:-

== Role : DA-LIST WELCOME © VINOD KR TRIFPATHI l)er.ignarion T 5585A
Ay sl b
- Logged In 1P : =1 Last Logged In on : February 15,2022 , 10:02:52

Remove Vendor Details for - VNDR 094 10

Office COde:! 034
Vendor Code - VNER 08410
wendor Name ; RAL KUMAR

Agency Mame | MAS RAS MAHAL

Crder Number : | 1254

Order Date ¢ | 14/02/2022

Reason for Removing ! | Wrong Entry 52

Delete Vendor/Lessor
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Once the record is deleted, it cannot be edited, added to blacklist, removed from
blacklist. However, you can add the Vendor/Lessor again.

Budget Vendor/Lessor Report

The purpose of this functionality is to display the detailed report of
Vendor/Lessor. The form which was filled while the Vendor/Lessor was added
is displayed in the report format. Upon clicking the functionality, the following
screen displays:-

| Search |

Vendor flessorName

i KANPUR ARARASISIA 23ARANASS3SATS2 8069327238 L szt AGENC LAKAMI NARSYARL LESSOR
> |icanpuR FFFEFSSSE | [ aMAR BALM AGRD KAMKAR PAL LESSOR
3 [kenpuz _ [ s A VENDOR
| KANPUR T b2 BBREZE VENDCR
5 |KaNPUR | GGG GEE6 (ESSOR
5 KANPUR DOOOCSSS50  |220DDD0S3sS0a00 RAIAT LESSOR
, kanpuR F |ssFrrrasesr3ce 23,0 RASHM vennar,
5 KANPUS T FFF LESSOR.
a IaNpUR |5ea7452120 RAHLILKUMAR VENDOR
i KENPUS sic 3076543270 RAL KUMAR VENDOR

Role : DA-LIST
Logged In IP : ::1

WELCOME : VINOD KR TRIPATHI Designation : SSS5A
Last Logged In on : February 15,2022 , 10:02:52 Chrome

Budget Vendor/Lessor Report

WoAr Joae el & |

Fnd | et Bdm ()

VENDOR/LESSOR DETAILS

1 PAN:

2GSTH

3 Vendor Mame{fgency )
4 \Work Area;

5 Wark Area {Others:

6 .Namae of Person(Representing Agancy):
T Mobils Na:

& Designation

9 E-mail id:

10 Addressi

11 Address2:

AANNARRRSA
ZZAABANRRREALSZ
LAXAMI AGENCY

supplierComputer

LAXAMI NARAYAN
8965321238

CEQ
ABC@GMAIL.COM
DELHI

DELHI

The form can be downloaded in pdf format by clicking the link as given below:-
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Role : DA-LIST WELCOME : VINOD KR TRIPATHI Decignation : SSSA
Logged In TP : -1 Last Logged In on : Felwuary 15,2022 | 10:02:52 Chrome 980

Budget Vendor/Lessor Rep

VENDOR/LESSOR DETAILS
1PAN AAAAARSESA
2E8TN PIMALNARREREAL 5D
3.Vendor Name{Agency) LAXAMI AGENCY
4 Work Area: suppliemComputer
£ \Work Area [ Dthers)
6.Neme of Person/Representing Agency | LAXAMI NARAYAN
7.Mobile No 6965321236
& Designation CECQ
9 E-mafl id: ABC@GMAIL.COM
10 Address1 DELHI
11 Addrass2: DELHI
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The purpose of this functionality to record transactions by the concerned office

against the Budget allocated to it.

It has two functionalities namely (i) Budget Transactions, (ii) Budget Pending

Transactions.

When the DA-LIST user logs in, the following screen displays:-

= O Menu

% Search Employee Details

% Change Password of This User Account

% Switch Role

= 3 Budget Vendor Master And Transaction

% Budget Transaction
%% Budget Add Vendor/Lessor
¥ Budget Edit/Black List Vendor/Lessor
%% Budget Vendor/Lessor Report
¥ Budget Pending Transactions

Click Budget Transaction, following screen will be displayed:-

—Task with DA

Finanicial year: | 2021-2022

r Select Head /Sub Head

Head | SELECT HEAD

Sub Head Type

v |Sub Head.

rSelect Vendor/EID

Vendor Code/ Lessor

| E1D|

—Record Transaction

@ Rate wise _) Consolidated Amount

Item Name-|

File Number

No Of Ttem - | 0

Amount per item - | 0

GEM Ref Date | CC/Y

Total Amount | i

| GEM Ref No
|

Select required Head and Subhead, following screen will be displayed:-
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Finanicial year:

2021-2022

~Select Head/Sub Head

Head | CONTENGENCIES AND MISC

v |Sub Head | Publicty

Sub Head Type =207 tUE+

KANPUR VNDR_034 1

LAXAMI TRANSPORT
AGENCY

COMPUTER#AGENCY#TELEPHONE

For Rate Wise Click Rate Wise Radio Button, enter

button:-
S
ategory | “Hnancial Year
BE 2021-2022
~Select Vendor/EID

vendor Code/tessor VMR

Vendor Code

Oifice Name ,

KANPUR VNDH_094_1

localhost13634 says

Your Records SAVE Sucassiully AND TransiDi=084_2021-2022_2

Vendor Agency Name |

LAXAM TRANSPORT
AGENCY

Category Financial Year ‘ Sub Head Budget Allocated ‘ 'Igr::lsr::fa: ‘ Paid Transaction Balance
BE 2A1-2022 m 201001 5600 5000
rSelect Vendor/EID
Hvendor Code/Lessor M'2R-0e41 EID| |

Office Name i Vendor Code i Vendor Agency Name i Work Area i Address |

Black List

| NEW DELHINEW
DELHI'SOUTH
CITY SOUTHCITY

| NEW DELHI 110077 |

data and click SAVE

Work Araa

COMPUTEREAGENCYRTELEPHONE

Address |
NEW DELHINEW
DELHI SOUTH
CITY SOUTH CITY
NEW DELHI 110077

Black List

—Record Transaction

® Rate wise

(_ Consolidated Amount

Item Mame

File Number

No Of Ttem -

GEM Rei No

Amount per item -

GEM Ref Date | DD/MMYYYY

Total Amount | 20000

Tax

Remarks

Total{Amount+Tax) 20000

For Consolidated Amount Click Consolidated Amount Radio Button, enter data
and click SAVE button:-
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rSelect venaor el ——————— F
’7_ - localhost:13634 says
Vendor Code/Lessor| YDR0241 | B B ) R | |
y  ¥our Records SaVE SucessTullyt AND TransiD= 094 _2021-2022_3
Office Hame Vendos C Address Black List
ok NEWW DELHINEYW
KANFUR VNDR_09 HONE & I?E LS"'E; STD,E LL'TY N
| I NEW DELHI 110077
r Record Transaction
‘) Rate wise ® Consclidated Amount
Item Namea- | FaN | Fila Number| 1 |
No Ofltem'|10 | GEM Ref No | 45D |
Amount per item | 1500 | GEM Ref Date | 03/03/2022 |
Total Amount | 15000 |
Tax| 200 | Remarks oK
A
1otal(u.mnum+'lax)| 15200 |
Save
Click Budget Pending Transaction, following screen will be displayed:-
Tashk is pending To DA
S.Ho. Transacfion |B Vendor Code MName of ltem No of ttem tem Amoarnt Tax Amount Total Amount Teta{ Amount-+ax} Status Action
1 034 20212022 2 VNDR_094_1 0 o 20000 20000 NEWY Process Gantel
2 084_2021-2022_3 VHDR_094_1 FAN 10 1500 200 15000 15200 MEW Process Cancel

Click Vendor Code hyperlink to display vendor report:-

Vandor Code :VNDR_094_1 Vendor BlackList N

Vendor Name(Agency) - k‘éﬁ'glfm"‘" SPORT {’“'Ff;;‘r"e‘;fe'::i’%f’;gem) - MR. OM SHARMA

Designation : CEO Work Area - COMPUTER#AGENCY#TELEPHONE
Mobile Number : 7906538374 Email Id - A@GMAIL.COM

Address1 : NEW DELHI Address2 : NEW DELHI

District - SOUTH CITY City - SOUTH CITY

PinCode S 110077 State - NEW DELHI

In case the transaction is to be cancelled, click Cancel hyperlink under Action
column:-
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. | = i
Category Fimancial Year | Sub Head Budget Allocated .:.LI:TM:T::::I Paid Transaction Balance
BE 20212022 201 [ 201001 £000 35200 -30200
—Select Vendor/EID
Vendor CDdEfLe&sor| whitr 05,1 EID
— Record Transaction
Rate wise Consolidated Amount
Ttem Name | | File Numbw|
No Of Item - | O | GEM Ref Nu|
Amount per item | | GEM Ref Dat9|
Total Amount | 20000 |
Tax|0 | Remnrk_'u‘
4
Total(Amount+ Tax) | 20000 l

Cancel Transaction

Enter Remarks and click Cancel Transaction button, following screen will be

displayed:-

1
Financial Year |

Category

5E | 2021z022 |

—Salect Vendor/EID

localhost: 12634 says

Your Record Cancelled Successfully!

d

Paid Transaction ‘ Balance

amount per item + |

Total Amount | 20000

Tax | 0

Total[ Amount+Tax) | 20000

Vendor CodefLessor| VNOR 0541 EID/ |
—Record Transaction
Rale wise Consolidated Amount
Item Name - | File Number|
No Of Item |'Cl GEM Ref ND|

GEM Ref Date |

Hemioibs OF CANCEL

Cancel Transaction

In case the record is to be sent to PAC for processing, click Process hyperlink

under Action column:-
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Head | CONTENGENCIES

Sub Head Tvpe

Financial Year

Category

BE 2021-2022

Sub Head

201 201001

v fSuh Head | -

Budget Allocated

5000

Committed
fransaction

35200

www.govtstaff.com

Paid Transactinn Balance

-30200

rSelect Vendor /EID

Vendor Code/Lessor | ' 'DR.0% 1 EID |
rRecord Transaction
Rate wise Consolidated Amount
Item Name-| FAN File Numbﬂr| 1 |
No Of Ttem | it GEM Ref No| 450 |

1500

Amount per item

Total Amount | 15000

Tax | 200

Remarks ‘

15200

Totzl{ Amount+Tax)

|
|
| GEM Ref Date| 0332022 |
|
|
|

Send To PAC

Enter Remarks and Send the task to Pre Audit by clicking Send To PAC button:-

sub Head Type | -

localhost:12634 says

Tax | 200

Remarks

Total{ Amount+Tax) | 15200

Your Record Send 1o PAC!
KN ;
Category ‘ Fimancial Year b Paid [ransaction Balance
| £2 . T _ T
BE 2021-2022 201 201001 5000 35200 -30200
rSelect vendor/EID
Vendor Code/Lessor| VIR O | EIDI
—Record Transaction
Rate wise Consolidated Amount
Item Name - | FaN | File Numhey| 1 |
No Of Item + | 10 | GEM Ref No | 45D |
Amount per item - | 1500 | GEM Ref Date | 02,/03/2022 |
Total Amount| 15000 |
| oK |

4

Send To PAC

For further processing, the PAC-SALARY user of the office needs to login from
his/her role, following screen will be displayed:-
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= ¥ Budget Vendor Master And Transaction
¥ Budget PreAudit

Click Budget PreAudit link, following screen will be displayed:-

Task is pending with PAC

S.Mo. Transaction 1D Vendor Code Home of Hem No of Fem Hem Amount Tax Amourt Total Amount Todol[Armount tax)
1 084 2021-2022 3 VDR 094 1 FAN 10 1500 200 15000 15200
2 084_2021.2022 4 VDR _004_1 CHAR 300 500 200 100000 104208
3 084 2021-2022 5 | YHNDR_094 1 | [} o 20000 | 20000

Click Transaction ID hyperlink, following screen will be displayed:-

Committed
Transaction

Category Financial Year | | Sub Head | Budgei Allocated

| Paid Transaction Balance

EBE i 2021-2022 [ 201 | 201001 ] | 35200 | -30200

—Select Vendor/EID

Vendor Code,/ Lessor| YINDR_084.1 EID

—Record Transaction

Rate wise Consolidated Amount
Item Name - | FaN Fila Number| 1 |
No Of Item-l 10 GEM Ref ND|.-‘.-SZ‘ |
Amount per item - | 1500 GEM Reaf Date| 03/03/2022 |
Total Amount | 1500C
Tax| 200 Remarks

Totall Amount+Tax) | 13200

| Return To DA || Send To Sanction |

The PAC-SALARY user has two option, (i) Return To DA, in case there is any
discrepancy in the transaction, the task can be returned to DA-LIST by clicking
this button, (ii) Send To Sanction, in case the transaction is proper, then user
can send the task to BUDGET APPROVER user by using this option.

Return To DA:- Click this button, Enter Remarks and click the Return To DA
button, following screen will be displayed:-
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Category | Financial Year |

Your Record Return to DA List!
BE 2021-2022

rSelect Vendor/EID

Vendor Code/Lessor| /00241 |

EID|

www.govtstaff.com

Balance

Paid Transaction ‘

| -115200

—Record Transaction
Rate wise Consolidated Amount

Item Nama - | CHAIR

Total{Amount+Tax) | 1002400

File Number 2 |
GEM Raf No | kL2 |

GEM Raf Date | 16:/02/2032 |

Na Of Item - | 200 |

Amount per item = | 520 |

Total Amount | 103000 |
Tax| 200 | Remarks

|

| Return To DA | Send To Sanction

Send To Sanction:- Enter Remarks and click Send To Sanction for sending the

task to BUDGET APPROVER for sanction:-

: N loc 213524 5 c =
Category ‘ Financial Year ‘ ocalhost13834 says ‘:l Paid Transaction Balance
1 = | ¥our Record Send to BUDGET APPROVER for Sanction:
BE | 2021-2022 -30200
rSelect Vendor/EID——M——
Vendor CodafLassor| VNER09] EID|
—Record Transaction
Rate wise Consolidated Amount
Item Name- | FAN | File Number| 1 |
No Of Ttem | G | GEM Ref Nn| il |
Amount per item - | 1500 | GEM Ref Date | 02/02/2022 |
Total Amount | 15000 |
Tax| 200 | Remarks | O
#2
Total{ Amount+Tax) | 15200 |

Return To DA ” Send To Sanction |

Budget Approver user

When the Budget approver logs in, the following screen will be displayed:-

Powered by NDC, IS Division,

Employees’

P F Organisation, India




www.govtstaff.com

= & Menu
¥ Search Employee Details
7# Change Password of This User Account
%% Switch Role
= %% Budget Control System
¥ View Budget
¥ Upload Budget Report
¥ Budget RO RE Calculation Approver
= %¥ Budget Vendor Master And Transaction
7% Budget Sanction

Click Budget Sanction link, following screen will be displayed:-

£} % T T30 fo Menu Page

—Task is pending with Sanction

tem Amount Tax Amount Total Amount

1 094_2021-2022.3 VHNDR_084.1 FA 10 | 1500 20 15000 13200
034 2021-2022 4 VNDR. 034 1 CHAR 20 500 00 100040 10200
084.2021-2022 5 VNDR_084.1 0 ] 20000 20008

Click Transaction ID hyperlink, following screen will be displayed:-

Committed

= Paid Transaction Balance
Transaction

Category | Financial Year Sub Head | Budget Allocated |
|

BE | 20212022 201 [ 201001 [ 5000 | 35200 [ -30200 |

Select Vendor/ETD

vendor Code/Lessor, " CR08 EID

— Record Transaction

Hate wise Consolidated Amount

Item Name | FAN File Number| 1 |

Mo Of Ttem

10 GEM Ref ND| ASD |
|

Amount par item | 1500 GEM Rafl Date| 03/0373022 |

Tax | 200 Remarks ‘ ‘

Total Amount | 13000 |

Total{Amount+Tax) | 15200

Return To DA || Approved || Send To Cash Salary

The BUDGET APPROVER user has three option, (i) Return To DA, in case
there is any discrepancy in the transaction, the task can be returned to DA-LIST
by clicking this button, (ii) Approved, in case the transaction is proper, then user
can approve the task by using this option, (iii) Send to Cash Salary, this option
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approves the task and sends the task to the Cash Salary user for recording

payment details.

Return To DA:- Click this button, Enter Remarks and click the Return To DA

button, following screen will be displayed:-

= +:1
Category ‘ Financial Year localtiost13634 s9ys ::I Paid Transaction Balance
r Your Record Return to DA List! '
BE | 2021-2022 | 30200 |
rSelect Vendor/EID
Vendor Code!Lessur| VNDR 094 [T emD] |
—Record Transaction
Rate wise Consolidated Amount
Item Name | Fan | File Number| 1
No Of Item | 10 | GEM Ref No| 450
Amount per item | 1500 | GEM Ref Da‘te| 03/03/2022
Total Amount| 15000 |
Tax| 200 | Remarks oK
il
Total{amount+Tax)| 15200 |
‘ Return To DA H Approved ‘ Send To Cash Salary ‘

Approved: Click this button, Enter Remarks and click the Approved button, the
task will be approved and sent to the DA-LIST, the following screen will be

displayed:-

locathost 13634 says

YourTransaction is Approved and send o DA List!

BE

AEEetel

rSelect Vendor /ETD

vendor cmj&.r‘Lessl:»r| VDA DL |

ETD|

AhAd

==

—Record Transaction

Rate wise Consolidated Amount
Item Mame - |

No OFf Item | o

Total Amonnt| 20000

Tux|£

Amount per item - | |

Tolai[Ammml+Tax}| 70000

GEM Ref Date|

File Numberi

GEM Ref No|

oK

Remarks

Return To DA ” Approved

” Send To Cash Salary
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Send to Cash Salary:- Click this button, Enter Remarks and click the Send to
Cash Salary, the task will be approved and will be sent to the Cash Salary user,

Sub Head Type | SfizCT UL HEAD TYF

Committed |

Category Financial Year Sub Head Budget Allocated 1 ST | Paid Transaction
| ransacfion |
BE 2027-2022 | 20 201002 5000 | 120200 -115200
r Select Vendor /ETD
vendor Code/ Lessor| bt el EID

— Record Transaction

Rate wise

Item Name | CHAIR

Consolidated Amount

File Number | 2

No Of Ttem | 200

GEM Ref Nﬂ| KLz

Amount per item | 500

GEM Ref Date| 16/03/2022

Total Amount| 00000

Tax | 200

Remarks | 7"

Total{Amount + Tax) | 100200

In case the task is approved and sent to the DA-LIST, in DA-LIST login, the
following screen will be displayed:-

T;‘E‘EFI@GG io Menu Page

Task is pending To DA
SNo.  Tramsacion)  VendorCode  Wameofitem Mooffem HemAmount TexAmount  Total Amounl  Total{Amounietax) Stitus Action
1 94 2024-1022. 3 | VHDRD94 1 FAN 1 1508 M 15000 15200 Retumio DA | Prosess Cancel
7 | W420MNIL5 | VNDROZMI 0 i 200 2000 Appioved | Frocess Cancel

Click Transaction Id hyperlink, following screen will be displayed:-
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Cateqory |

Transaction

| B | ooz | 201 201002 5000 20000 | | -15000

rSelect vendor/EID

Vendor Code/lLessor VTR | EID|
—Record Transaction
Rate wise Consolidatad Amount
Item Name | File Number |
No OF Item | o GEM Ref No |

Amount per ltem | GEM Ref Date |

Total Amount

20000 |

Tax | ] Remarks
l
Total{ Amount+Tax) | 20000
Final A t{Total
Adiuslmenl| Amount + | 20000 |
Adjustment)

Item Relesed on page and Sno.

| Stock Registerad ‘

| Send To Cash Salary

Fill the details (Adjustment, Item Released on, Remark and Stock Registered
page and Sno.) then click the Send to Cash Salary button, following screen will
be displayed:-

e | Sammat e[| cn | Pad Transaction
| 1 | Iocalhost13634 says

| BE | 2021-2022 0 -15000
) | vour Record is send 1o Cash Salary for Recording Bayment Details!

rSelect Vendor/EID
Vendor Code/Lessor YNDRD341 |

—Record Transaction

Rate wise Consolidated Amount

Item Nnme-| File Number| |

No Of Ttem -« | 0 GEM Ref No| |

Amount per item - | GEM Raf Dare| |

OKK

Tax | a Remarks

Total{ Ameount+Tax) | 20000

Final Amount{Total
Amount +
Adiustment)

| Stock Registered
poge and Sno.

Total Amount | 20000 |

Adjustment| 500

20500 |

123

Item Relesed on | 0370372022

| Send To Cash Salary |

Cash Salary Role

Following screen will be displayed in the Cash Salary login

= % Budget Vendor Master And Transaction
% Budget Payment
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Click Budget Payment

T T G0 o hen Pige

~Task is pending with PAC

Sho. Transatfion 1D Vendor Code Name of fiem Noof iem Hem Amoinit Tax Amount Total Amount TotalfAmount+&)
1 034 20712022 4 VNDR_084 1 ChAR 20 500 M0 100008 1020
Z 034 20212022 5 VNDR_2%4.1 | I 0 20000 20000

Click Transaction Id hyperlink, following screen will be displayed:-

Vendor Code/Lessor| /0L e
Record Transaction
Rale wise Consolidated Amount
Ttem Name - | THAR File Numbef| 2 |
Mo OF Item - | 200 GEM Ref No| KLI2 |
Amount per item - | 500 GEM Ref Date | 15/03/2022 |
Total Amount | {60000
Tax | 200
Total[Amount+Tax) 100200
Final (Total
Adiustment Amount +| 100200 |
Adjustment)
Transaction Date 03,03/2022 Preaudil Date | 03032022 |
Sanction Date 0370372022
T . Stock Registered
Item Relesed on DO/ WM ATYY page and Sno. l
rPayment Details
Chegue Humber LITR/Fayment Referencs baumbe | Chequa Date | mm £ dd M yrrpy 3 | * Dale ©F Fayment | mn/ dd/ vy i I
Remarks | *
| Submit |

Enter (i) Cheque Number/UTR/Payment Reference Number, (ii) Cheque Date,
(iii) Date of Payment and (iv) Remarks. Now click Submit button, following
screen will be displayed:-
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Rate wise |

1 i 1362 ;
Ttem Name- | Fan localhost: 13634 says

1 Payment Entry Recorded Successfully
No Of Item - | 10

Amount per item - | 1500 12022
Total Amnunt| 15000 I
Tax| 60 |
Tuta!{nmnunt+1’ax)| 15200 |
Final {Total
Adjustmeﬂt| | Amount + | 15200
Adjustment)
Transaction Date | 04/02/2072 | Preaudil Date | 04/03/2022
Sanction Date |0ﬁ_-|33!2:\22 |
Stock Registered
MY
Item Relesed on | DDAMMATYY | srge and Son:

—Paymeant Details

Cheque NumberAUTR/Payment Reference Mumber | 123 “Cheque Date (@3 /84, 2822 {71 |* Date O Payment |03 184/ 2022 o

Remarks. ok

| Submit |
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