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1. Introduction

1.1 Purpose

Budget Estimation, Allocation & Monitoring System is an online computerised
system to distribute the budget and to authorize expenditure. As soon as the budget
is released, the departments can allocate funds to their field officers through this
system. All the expenditure is thereafter not only checked for budget availability before
the bills can be submitted, but also the monthly cash flows are controlled against pre-
determined targets.

1.2 Audience
This User Manual is intended to be used for the training purposes of users
under the role of DDO Normal and Checker (Draft Mode).



2. Getting Started
2.1 Home Page
2.1.1 For Any User

w Budget Estimation, Allocation & Monitoring System

BEAMS
(since 2007-08)HM)

BEAMS Notices Other Notices
Report as on 14-12:2020 —
Access to Access Help
Management Section

g 200000 Information
g J.||||I|I|.|||I|,|.|.|..
E ABCDEFGH | JKLMNOPQRS TUVHW

System
e s
Notices from Notices from
BEAMS Other Systems

Budget W Expenditure

Department

2

Details of the
Budget and
Expenditures
as on the date
mentioned

Figure 1: Home Page

The user if registered, can use the Login Here button as indicated to log into
the system. The User can then proceed to enter their credentials to enter their
respective accounts and proceed.

The user can use this section to view the amount in lakhs of the budget and the
expenditures as on the previous date that the system was accessed. (For E.g.:
If system was accessed on 15/12/2020 then the Report will show details of
14/12/2020)

On selection, the user will be shown details of any notices that are currently in
circulation from BEAMS.

On selection, the user will be shown details of any notices that are currently in
circulation from other systems.

The user can select this button to access the MIS (Management Information
System). In this section, the various reports with respect to BEAMS can be
accessed and viewed.

The help button can be used to display details about BEAMS. It will provide a
brief overview of the system aided with an explanation and a diagram



2.2 Login Page
2.2.1 For DDO Draft (Normal and Checker) User

Enter User Name
_Enter Password

Enter CAPTCHA
Code Displayed

Details

Click to Submit o Click to Reset and
Entered Details Fe lick Her Clear the Entered
elcom in to Beams

Click to Enter the
Forgot Password
Module

Figure 2: Login Page

On click of the Login Here button, the user will be presented with the following

page as shown in Figure 2.

1.

The respective user uses the text box to enter their user id/ name which they
use to access BEAMS.

The respective user uses the text box to enter their password which is linked to
their account in order to authenticate their access to BEAMS.

The User enters the letters and numbers in the text box as shown in the
CAPTCHA image to authenticate that they are an actual user and not a robot.

The user can select this button to submit the entered details and log in to their
account.

The user can select this button to clear the form so that they can re-enter details
to log in to their account.

If the user has forgotten their password, then the user can select this option
and it takes the user to the forgot password module where the user will be
instructed as to how to reset their password.



2.3 DDO Draft Login
2.3.1 DDO Draft Main Page

Department : 10 - Finance (Establishment) User : 201000002 - Thu,Jan 28,2021 DRAFT

IFund Transfer v "Bill Entry v H Budget Estimate v | Maintenance v Il Sign out |

Ta Bill Entry For lanuary 2021 (Budget

1
— - On clicking this button, the user
On clicking this burimn' tze can access the Maintenance
user can access the Fun 3 Section and perform the tasks
Transfer Section and perform 0 2 Shillong South avaiI:bIe there 4

the tasks available there

2(] On clicking this button, the  |Fund Audit
user can access the Bill Entry
Section and perform the
tasks available there

On clicking this button, the
user logs out of their account
and is moved back towards
the BEAMs Home Page

Demand No Scheme Object Description Charged/Voted Committed/Scheme
15 15-2054-00-097-03-00-V-1 13 - Office Expenses Voted Committed

Figure 3: DDO Draft Main Page

On entering their respective credentials, the DDO Draft user will be presented
with the page as shown in Figure 3.

1. The respective user can use the Fund Transfer button to display a drop-down
list which would display the function that is available in that module as shown

in Figure 4.

Fund Transfer v
Change CashFlow
Surrender

Fund Requisition

Figure 4: Fund Transfer Module

a) On access of this module, the user will be able to perform the various
functions which will be explained in detail in 2.3.2



2. The respective user can use the Bill Entry button to display a drop-down list
which would display the function that is available in that module as shown in
Figure 5.

Bill Entry v ‘
Bill Entry

Delete

Figure 5: Bill Entry Module

a) On access of this module, the user will be able to perform the various
functions which will be explained in detail in 2.3.3

3. The user can use the Maintenance button which shows the various functions
which are available in that module as shown in Figure 6.

Maintenance A 4
Change Password
Chegue Master

Modify Payee

Add Payee
Proposal(Without PAN)

Check Balance

Figure 6: Maintenance Module

a) On access of this module, the user will be able to perform various
operations which will be explained in detail in 2.3.4

4. The user can use the Sign out button to log out of their account and will be
moved back to the BEAMs Home Page as shown in Figure 1.



2.3.2 Fund Transfer Module
2.3.2.1 Cash Flow
2.3.2.1.1 Selection of Demand Number

Department : 10 - Finance (Establishment) User : 201000002 - Thu,Jan 28,2021 DRAFT

Fund Transfer | Bill Entry v | BudgetEstimate | Maintenance v | Signout

Change CashFlow for 2020-2021

Show Balance

Demand No
2
15 <

® Change CashFlow (Carry forward/backward) () Change CashFlow

Site Designed and Developed by For Regionwise Contact Please click on Helpdesk
ter, Meghalaya

Figure 7: Selection of Demand Number

On selection of the Change Cash Flow Button from the Fund Transfer Module as
shown in Figure 4, the DDO Draft user will be presented with the page as shown in
Figure 7.

1. The Show Balance button indicated by Section 1 will display a new page to the
user which will display the balance of the respective department.

2. Here, Section 2 displays the various demands that have been mapped to this
respective department. The user can select the respective demand number in
order to make changes and perform a change cash flow.

3. Section 3 has two options. These options let the user select the type of Cash
Flow that is to be performed. The options are Change Cash Flow (Carry
Forward/ Backward) or Change Cash Flow

4. The user will have to select the respective demand number in order to proceed
towards the next step.



2.3.2.1.2 Selection of Major Head

Department : 10 - Finance (Establishment)  User : 201000002 -  Thu,Jan 28,2021  DRAFT
Fund Transfer V| Bill Entry v | BudgetEstmate  \/ | Maintenance v | Signout

Change CashFlow (Carry forward/backward) for 2020-2021

DemandNo 15

Show Balance

2

Copyright © 2013-2014.Site Designed and Developed by For Regionwise Contact Please click on Helpdesk
National Informatics Center, Meghalaya

Figure 8: Major Head Selection

On selection of the respective Demand number from the table, the DDO Draft user
will be presented with the page as shown in Figure 8.

1. In Section 1, the user is shown the demand number that has been selected.
The user can use this as a reference to check if they are currently performing
functions on the correct demand number or not.

2. The Show Balance button indicated by Section 2 will display a new page to the
user which will display the balance of the respective department.

3. Here, Section 3 displays the Major Heads that are associated to this Field
Department and Demand number. The user can select the respective Major
Head in order to make changes and perform a change cash flow.

4. The back button as indicated by section 4 is used by the user in order to move
back to the previous page (In this case, to go back to the previous page and
select a Demand Number).

5. The user will have to select the respective Major Head in order to proceed
towards the next step.



2.3.2.1.3 Selection of Schemes

Department : 10 - Finance (Establishment) User : 201000002 - Thu,Jan 28,2021 DRAFT

Fund Transfer v | Bill Entry | Budget Estimate V‘ Maintenance V| Sign out

CFFlag:

Change CashFlow (Carry forward/backward) for 2020-2021

Thi
d

[Dumand No 15 Major Head | 2054-Treasur

Show Balance

Scheme
15-2054-00-003-01-00-V-1

15-2054-00-097-03-00-V-1

4| This section displays
the description of
the scheme.

15-2054-00-098-01-00-V-1

15 98-03-00-V-1 | |Computerization

Copyright © 2013-2014.Site Designed and Developed by For Regionwise Contact Please click on Heipdesk
National Informal Center, Meghalaya

Figure 9: Scheme Selection

On selection of the respective Major Head from the table, the DDO Draft user will
be presented with the page as shown in Figure 9.

1. In Section 1, the user is shown the demand number and Major Head that has
been selected. The user can use this as a reference to check if they are
currently performing functions on the correct selections or not.

2. The Show Balance button indicated by Section 2 will display a new page to the
user which will display the balance of the respective department.

3. Here, Section 3 displays the Scheme codes that are associated to this Field
Department, Demand number and Major Head. The user can select the
respective Scheme in order to make changes and perform a change cash flow.

4. Section 4 displays the descriptions of the respective scheme codes.

5. The button as indicated by Section 5 is used by the user when they want to
perform a change cash flow on multiple schemes.

6. The back button as indicated by section 6 is used by the user in order to move
back to the previous page (In this case, to go back to the previous page and
select a Major Head).

7. The user will have to select the respective Scheme in order to proceed towards
the next step.



2.3.2.1.4 Selection of Object Head

Department : 10 - Finance (Establishment) User : 201000002 - Thu,Jan 28,2021 DRAFT

Fund Transfer

| Bill Entry | Budget Estimate V‘Mamlenance v | signout

Change CashFlow (Carry forward/backward) for 2020-2021

| DemandNe 15

s
e
hea e
Major Head  2054-Treasury And Accounts Administration Scheme 15-2054-00-003-01-00-V-1-Training Of Accounts And Audit

Show Balance

Copyright © 2013.2014 Site and Developed by For Regionwise Contact Please click on Helpdesk
National er, Me

®self  Firstlevel  Second Level  Third Leve

Object Head Description

Carry forward/backward for Multiple Object Heads

Figure 10: Object Head Selection

On selection of the respective Scheme from the table, the DDO Draft user will be
presented with the page as shown in Figure 10.

1.

In Section 1, the user is shown the demand number, Major Head and scheme
that has been selected. The user can use this as a reference to check if they
are currently performing functions on the correct selections or not.

The Show Balance button indicated by Section 2 will display a new page to the
user which will display the balance of the respective department.

The user can select the level of entry for Section 3. The 4 levels are Self, First
Level, Second Level and Third Level.

Here, Section 4 displays the Object Heads that are associated to this Field
Department, Demand number, Major Head and scheme. The user can select
the respective Object Head in order to make changes and perform a change
cash flow.

The button as indicated by Section 5 is used by the user when they want to
perform a change cash flow on multiple Object Heads.

The back button as indicated by section 6 is used by the user in order to move
back to the previous page (In this case, to go back to the previous page and
select a Scheme).

The user will have to select the respective Object Head in order to proceed
towards the next step.



2.3.2.1.5 Selection of User

Fund Transfer

Department : 10 - Finance (Establishment)

User : 201000002 - Thu,Jan 28,2021 DRAFT

v | Bill Entry v tenance V| Sign out

Change CashFlow (Carry forward/backward) for 2020-2021

Demand Ne

Scheme

15 Major Head  2054-Treasury And Accounts Administration

15-2054-00-003-01-00-V-1-null Object Head  O1-Salaries

| Select All Users

esigned and Developed by
alaya

For Regionwise Contact Please click on Helpdesk

Figure 11: User Selection

On selection of the respective Object Head from the table, the DDO Draft user will
be presented with the page as shown in Figure 11.

1.

In Section 1, the user is shown the demand number, Major Head, Scheme and
Object Head that has been selected. The user can use this as a reference to
check if they are currently performing functions on the correct selections or not.
There is also a note which explains the process done on this page.

Here, Section 2 displays the Users that are associated to this Field Department,
Demand number, Major Head, Scheme and Object Head. The user can select
the respective User in order to make changes and perform a change cash flow.

The submit button as indicated by Section 3 is used by the user to select the
respective user to perform the change cash flow process.

The back button as indicated by section 6 is used by the user in order to move
back to the previous page (In this case, to go back to the previous page and
select an Object Head).

The user will have to select the respective User in order to proceed towards the
next step.



2.3.2.1.6 Change Cash Flow

Department : 10 - Finance (Establishment) User : 201000002 Fri,Feb 12,2021 DRAFT On clicking this button,
the user is moved back
Fund Transfor B ot Estimate ‘ Maintenance v | sign out to the previous page
selected department. demand |
no, scheme and object head S
Change CashFlow (Carry forward/backward) for 2020-2021
DemandNo 15 Major Head  2054-Treasury And Accounts Administration
s— 15-2054-00-07-03-00-V-1-Up Gradation And Improvement Of Computer Networks In  (\ /0 10 oee pnence
Treasuries
This section displays the monthly Change [ Aot o e
Cash Flow in their respective quarters. The
user can enter changes n the white text boxes
=
01 2 April May June July Aug sept Oct Nov Dec Jan Feb March Total
Balance 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 4.900 2.000 0.000 6.900
Subtract 2,000
Add 2.000
‘‘‘‘‘
Remark ‘
Month | April May June July Aug Sept Oct Nov Dec Jan Feb March Total
Balance 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 4.900 2.000 0.000 6.900
Subtract 0 0 0 0 0 0 0 0 0 2 0 0 0.000
Add 0.000
On click of this button, the 8] Ondlick of the user can
(Ivrlagges ';m:ied biy ::e u[:;r cancel all changes and go
will be reflected in the table
This section displays back to the previous page

the monthly cash flow "
that was performed . “ Site Designed and Developed by On click of this button, the On dlick of this button, the user can For Regionwise Contact Please click on Helpdesk
% S Snter, Meghala;

user can view draft cash flow reset all changes made in this page

Figure 13: Change Cash Flow (2)

On selection of the respective User from the table, the DDO Draft user will be
presented with the page as shown in Figure 12 and 13.

1.

In Section 1, the user is shown the demand number, Major Head, Scheme
and Object Head that has been selected. The user can use this as a
reference to check if they are currently performing functions on the correct
selections or not.

In section 2, the user can indicate the change cash flow that is to be done.
The change cash flow is done in monthly intervals in their respective quarters
throughout the Financial Year. The user is shown the balance and can
subtract and add from the corresponding months to change the cash flow.
The user can also enter a remark regarding the change cash flow that is being
done.

The back button as indicated by section 3 is used by the user in order to move
back to the previous page (In this case, to go back to the previous page and
select a User).

In section 4, the user is shown the monthly cash flow that was performed.
When the user uses the view change button, the details are updated
accordingly in this table to show the change cash flow.

The View Change button indicated by Section 5 is used by the user to display
the changes that have been done by the user regarding the change cash flow
so that the draft can be generated.



. The View Draft button as indicated by Section 6 is used by the user to create
a draft which contain the change cash flow of the selected schemes and user.

. The Reset button as indicated by Section 7 is used by the user to reset and
clear all changes that have been made by the user during their current log in.

. The Cancel button as indicated by Section 8 is used by the user to cancel any
changes that have been made by the user and go back to the previous page.

. The user will have to change the cash flow and then view draft in order to
proceed towards the next step.



2.3.2.1.7 Draft of Change Cash Flow

This section displays the current department, Print date:  11/02/2021
demand no, scheme and Object head for
statement of Proposed Change Cash Flow

Statement of Proposed Change CashFlow (Carry forward/backward) (Draft level)

i

[ Department:10

DemandNo: 15 Scheme: 15-2054-00-097-01-00-V-3-null Object Head: 13-Office Expenses

Amount in Thousands

Receiver

g.‘ 11000003 g! 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 -1.000 1,000 0.00
Remark

Total

Quarter | Quarter Il Quarter I Quarter IV
April May June July Aug Sept oct Nov Dec Jan Feb March

Total

0 0 0 0 0 0 0 0 0 0 -1.000 1.000 0.00q

This section displays the user who is
receiving the monthly change in cash flow

in their respective quarters throughout
the Financial Year. It also shows the

remarks regarding the Change Cash Flow Save&Print Report " e ] I - J
g
On clicking this button, the user returns back to the
previous page and does not commit the changes

On click of this button, the user will
commit the changes that were made On click of this button, the user will
with respect to change cash flow commit the changes that were made
and print a report with the charges with respect to change cash flow signature of Proposing Authority
201000003~ -

Figure 14: Change Cash Flow Draft

On changing the cash flow and selecting view draft, the DDO Draft user will be
presented with the page as shown in Figure 14.

1.

In Section 1, the user is shown the Department, Demand No, Scheme and
Object Head that has been selected. The user can use this as a reference to
check if they are currently performing functions on the correct selections or not.

Section 2 displays the change cash flow that has been performed. This is
shown in monthly intervals in their respective quarters throughout the Financial
Year. The remark regarding the change cash flow is shown in this section as
well.

The Save & Print button as indicated by Section 3 is used by the user to save
and commit the changes that have been made for the change cash flow. These
changes will be reflected and stored in the system. It also prints a report
regarding with the respective changes to the printer or in pdf format.

The Save button as indicated by Section 4 is used by the user to save and
commit the changes that have been made for the change cash flow. These
changes will be reflected and stored in the system.

The Return button as indicated by Section 5 is used by the user to go back to
the previous page. No changes will be committed nor stored to the system.

On saving the details, the user can then proceed in performing more functions
in the Fund Transfer Module or they can change the module and perform
functions in the Estimate, Maintenance Module or they can sign out from their
account.



2.3.2.2 Surrender
2.3.2.2.1 Selection of Demand Number

Department : 10 - Finance (Establishment) User : 201000002 - Thu,Jan 28,2021 DRAFT

Fund Transfer v | Bill Entry v | Budget Estimate | Maintenance v | Sign out

Surrender for 2020-2021

Show Balance

ned and Developed by For Regionwise Contact Please click on Helpoesk

Figure 15: Selection of Demand Number

On selection of the Surrender Button from the Fund Transfer Module as shown in
Figure 4, the DDO Draft user will be presented with the page as shown in Figure 15.

1. The Show Balance button indicated by Section 1 will display a new page to the
user which will display the balance of the respective department.

2. Here, Section 2 displays the various demands that have been mapped to this
respective department. The user can select the respective demand number in
order to make changes and perform a surrender.

3. The user will have to select the respective demand number in order to proceed
towards the next step.




2.3.2.2.2 Selection of Major Head

Department : 10 - Finance (Establishment) User : 201000002 - Thu,Jan 28,2021 DRAFT

Ys|| Bill Entry v Budget Estimate v | Maintenance v | Sign out

Surrender for 2020-2021

Show Balance

2

On click of this button, it takes

the user to a new page which

displays the balance of the user

Major Head

2054-Treasury And Accounts Administration

Copyright © 2013-2014 igned and Developed by For Regio ntact Please click on Helpdesk
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Figure 16: Major Head Selection

On selection of the respective Demand number from the table, the DDO Draft user
will be presented with the page as shown in Figure 16.

1. In Section 1, the user is shown the demand number that has been selected.
The user can use this as a reference to check if they are currently performing
functions on the correct demand number or not.

2. The Show Balance button indicated by Section 2 will display a new page to the
user which will display the balance of the respective department.

3. Here, Section 3 displays the Major Heads that are associated to this Field
Department and Demand number. The user can select the respective Major
Head in order to make changes and perform a surrender.

4. The back button as indicated by section 4 is used by the user in order to move
back to the previous page (In this case, to go back to the previous page and
select a Demand Number).

5. The user will have to select the respective Major Head in order to proceed
towards the next step.



2.3.2.2.3 Selection of Schemes

Fund Transfer

CFFlag:

Department : 10 - Finance (Establishment) User : 201000002 - Thu,Jan 28,2021 DRAFT

v | Bl Entry | Budget Estimatd oo Pwajor | ™| Sian out

Surrender for 2020-2021

| Demand No

15 Major Head  2054-Treasury And Accounts Administration I Back |

Show Balance

Scheme Description
15-2054-00-003-01-00-V-1
15-2054-00-097-03-00-V-1
15-2054-00-098-01-00-V-1

15-2054-00-098-03-00-V-1

Copyright © 2013-2014 signed and Developed by For Regionwise Contact Please click on Helpdesk
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Figure 17: Scheme Selection

On selection of the respective Major Head from the table, the DDO Draft user will
be presented with the page as shown in Figure 17.

1.

In Section 1, the user is shown the demand number and Major Head that has
been selected. The user can use this as a reference to check if they are
currently performing functions on the correct selections or not.

The Show Balance button indicated by Section 2 will display a hew page to the
user which will display the balance of the respective department.

Here, Section 3 displays the Scheme codes that are associated to this Field
Department, Demand number and Major Head. The user can select the
respective Scheme in order to make changes and perform a surrender.

Section 4 displays the descriptions of the respective scheme codes.
The back button as indicated by section 6 is used by the user in order to move
back to the previous page (In this case, to go back to the previous page and

select a Major Head).

The user will have to select the respective Scheme in order to proceed towards
the next step.



2.3.2.2.4 Selection of Object Head

Fund Transfer

Department : 10 - Finance (Establishment) User : 201000002 - Thu,Jan 28,2021 DRAFT

v Bill Entry | Budget Estimate | Maintenance v | sign out

Surrender for 2020-2021

[pemandne 15

Major Head  2054-Treasury And Accounts Administration Scheme 15-2054-00-003-01-00-V-1-Training Of Accounts And Au

Show Balance

n click of this button, it takes l o1 Salarie
2 whic

Object Head Description

T

Designed and Developed by For Regionwise Contact Please click on Helpdesk
eghataya

Figure 18: Object Head Selection

On selection of the respective Scheme from the table, the DDO Draft user will be
presented with the page as shown in Figure 18.

1.

In Section 1, the user is shown the demand number, Major Head and scheme
that has been selected. The user can use this as a reference to check if they
are currently performing functions on the correct selections or not.

The Show Balance button indicated by Section 2 will display a new page to the
user which will display the balance of the respective department.

Here, Section 3 displays the Object Heads that are associated to this Field
Department, Demand number, Major Head and scheme. The user can select
the respective Object Head in order to make changes and perform a surrender.

The back button as indicated by section 4 is used by the user in order to move
back to the previous page (In this case, to go back to the previous page and
select a Scheme).

The user will have to select the respective Object Head in order to proceed
towards the next step.



2.3.2.2.5 Surrender

Department : 10 - Finance (Establishment) User : 201000002 - Thu,Jan 28,2021 DRAFT

Fund Transfer

| Bill Entry v | Budget Estimate v Maintenance v Signout

Surrender for 2020-2021

D10F20 -Departmental Administrator of Directorate Of Accounts And Treasuries

April May June July Aug Sept Oct Nov Dec Jan Feb March Total
0.000 0,000 0,000 0.000 0.000 0.000 0.000 0.000 0,000 40,000 0,000 0000 40,000

| View Draft l | Reset I | Cancel e

For Regionwise Contact Please click on Helpdesk

Figure 19: Surrender

On selection of the respective Object Head from the table, the DDO Draft user will
be presented with the page as shown in Figure 19.

1.

In Section 1, the user is shown the demand number, Scheme and Object Head
that has been selected. The user can use this as a reference to check if they
are currently performing functions on the correct selections or not.

In section 2, the user can select which user the amount will be surrendered to.

In section 3, the user can indicate the surrender that is to be done. The
surrender is done in monthly intervals in their respective quarters throughout
the Financial Year. The user is shown the balance and can surrender the
amount from the corresponding months to perform the surrender process. The
user can also enter a remark regarding the surrender that is being done.

The View Draft button as indicated by Section 4 is used by the user to create a
draft which contain the Surrender of the selected schemes and user.

The Reset button as indicated by Section 5 is used by the user to reset and
clear all changes that have been made by the user during their current log in.

The Cancel button as indicated by Section 6 is used by the user to cancel any
changes that have been made by the user and go back to the previous page.

The back button as indicated by section 7 is used by the user in order to move
back to the previous page (In this case, to go back to the previous page and
select an Object Head).

The user will have to surrender the amount and then view draft in order to
proceed towards the next step.



2.3.2.2.6 Draft of Surrender

This section displays the department, ]
demand no, scheme, object head and to
whom the amount Is surrendered to

Statement of Proposed for Surrender (Draft level)

Print date: 11/02/2021

Department: 10

DemandNo: 15

Scheme: 15-2054-00-097-01-00-V-3-null

Surender To: D10F20-Departmental Administrator of Directorate Of Accoun ts And Treasuries

Object Head: 13-Office Expenses

Amount in Thousands|

Quarter |
May

Quarter I
Aug
0.000

Quarter Il
Nov
0.000

Quarter IV
Feb
1.000

Total
oct

0.000

June Jan March

July
0.000

Sept

0.000 0.000 0.000 0.000 0.000 0.000 1.000

Testing

0.000 0.000 0.000 0.000 0.000 0.000 0.000 1.000

On dlick of this button, the user will
commit the changes that were

On click of this button, the user will
commit the changes that were
made with respect to surrender

made with respect to surrender and
print a report with the changes

Signature of Proposing Authority

This section displays the monthly surrender 201000003- ADMINISTRATOR

amount In their respective quarters
throughout the Flnancial Year. It also displays
the remark regarding the surrender

g On click of this button. the user
returns back to the previous page

SaveaPrint Report | | Save | I Return
and does not commit the changes

Figure 20: Surrender Draft

On entering the surrender values and on clicking the View Draft Button, the DDO

Draft user will be presented with the page as shown in Figure 20.

1. In Section 1, the user is shown the department, demand number, scheme and
Object Head that has been selected and to whom the amount is surrendered
to. The user can use this as a reference to check if they are currently performing

functions on the correct selections or not.

In section 2, the user is shown the monthly surrender amount that has been
performed. They are shown in their respective quarters throughout the Financial
Year. The remark regarding the surrender is also shown in this section. The
total surrender is shown at the bottom of the section.

The Save & Print button as indicated by Section 3 is used by the user to save
and commit the changes that have been made for the surrender. These
changes will be reflected and stored in the system. It also prints a report
regarding with the respective changes to the printer or in pdf format.

The Save button as indicated by Section 4 is used by the user to save and
commit the changes that have been made for the surrender. These changes
will be reflected and stored in the system.

The Return button as indicated by Section 5 is used by the user to go back to
the previous page. No changes will be committed nor stored to the system.

On saving the details, the user can then proceed in performing more functions
in the Fund Transfer Module or they can change the module and perform
functions in the Estimate, Maintenance Module or they can sign out from their
account.



2.3.2.3 Fund Requisition
2.3.2.3.1 Selection of Demand Number

Department : 10 - Finance (Establishment) User : 201000002 - Thu,Jan 28,2021 DRAFT
Fund Transfer V| Bill Entry v | Budget Estimate v ' Maintenance v | Sign out

Budget Proposal for 2020-2021

Proposed Total
In Draft Approved
15 458.000 256.189 0 0

ays the Gran

igned and Developed by For Regionwise Contact Please click on Helpdesk
v

Figure 21: Selection of Demand Number

On selection of the Fund Requisition Button from the Fund Transfer Module as
shown in Figure 4, the DDO Draft user will be presented with the page as shown in
Figure 21.

1. Here, Section 1 displays the various demands that have been mapped to this
respective department. The user can select the respective demand number in
order to make changes and perform an allocation.

2. Section 2 displays the Grant received by the respective department and
demand number.

3. Section 3 displays the Expenditure by the respective department and demand
number.

4. Section 4 is divided into two separate columns. This section as a whole displays
the total amount that has been proposed to the respective departments.

a. In the first column, the user is displayed with information regarding the
budget proposal in the draft phase.

b. In the second column, the user is displayed with information regarding
budget proposal in the final phase.

5. The user will have to select the respective demand number in order to proceed
towards the next step.




2.3.2.3.2 Selection of Major Head

Department : 10 - Finance (Establishment) User : 201000002 - Thu,Jan 28,2021 DRAFT

| Budget Estimate V| Maintenance v | Sign out

Budget Proposal for 2020-2021

Proposed Total
In Draft Finalized
2054-Treasury And Accounts Administration 458.000 256.189 0 0
1

Major Head Grant Received Expenditure

Copyright © 2013-2014 Site Designed and Developed by For Regionwise Contact Please click on Helpgesk
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Figure 22: Major Head Selection

On selection of the respective Demand number from the table, the DDO Draft user
will be presented with the page as shown in Figure 22.

1. In Section 1, the user is shown the demand number that has been selected.
The user can use this as a reference to check if they are currently performing
functions on the correct demand number or not.

2. Here, Section 2 displays the Major Heads that are associated to this Field
Department and Demand number. The user can select the respective Major
Head in order to make changes and perform a Budget Proposal.

3. Section 3 displays the Grant received by the respective department and
demand number.

4. Section 4 displays the expenditure by the respective department and demand
number.

5. Section 5is divided into two separate columns. This section as a whole displays
the total amount that has been proposed to the respective departments.

a. In the first column, the user is displayed with information regarding the
Budget Proposal in the draft phase.

b. In the second column, the user is displayed with information regarding
Budget Proposal in the final phase.

6. The back button as indicated by section 6 is used by the user in order to move
back to the previous page (In this case, to go back to the previous page and
select a Demand Number).



7. The user will have to select the respective Major Head in order to proceed
towards the next step.



2.3.2.3.2 Selection of Schemes

Department : 10 - Finance (Establishment) User : 201000002 - Thu,Jan 28,2021 DRAFT

Fund Transfer

he
v | Bill Entry v Budget Estimatq corre: d and v | Sign out

correspor and a
the major head selected

Budget Proposal for 2020-2021

Amount il sands

MPlan Scheme  MNon-Plan Scheme

Proposed Total
Scheme Grant Received [Expenditure
In Draft Finalized

15-2054-00-003-01-00-V-1 Training Of Accounts And Audit 40.000) 0

15-2054-00-097-03-00-V-1 Up Gradation And Improvement Of Computer

200.001 162.500
Networks In Treasuries

olol o |o
ololo lo

15-2054-00-098-01-00-V-1 Establishment Of Director Of Local Fund Audit. 169.00¢ 53.689
15-205 8 1 Comp of Local Fund Audit 49.000) 40.000

Figure 23: Scheme Selection

On selection of the respective Major Head from the table, the DDO Draft user will
be presented with the page as shown in Figure 23.

1.

In Section 1, the user is shown the demand number and Major Head that has
been selected. The user can use this as a reference to check if they are
currently performing functions on the correct selections or not.

Section 2 lets the user specify which schemes are to be selected. The user can
use this to select one or multiple schemes.

Here, Section 3 displays the Schemes that are associated to this Field
Department, Demand number and Major Head. The user can select the
respective Scheme in order to make changes and perform a Budget Proposal.

Section 4 displays the Grant received by the respective department and
demand number, Major Head and Scheme.

Section 5 displays the expenditure by the respective department and demand
number, Major Head and Scheme.

Section 6 is divided into two separate columns. This section as a whole displays
the total amount that has been proposed to the respective departments.

a. In the first column, the user is displayed with information regarding the
Budget Proposal in the draft phase.

b. In the second column, the user is displayed with information regarding
Budget Proposal in the final phase.



7. The back button as indicated by section 7 is used by the user in order to move
back to the previous page (In this case, to go back to the previous page and
select a Major Head).

8. The user will have to select the respective Scheme in order to proceed towards
the next step.



2.3.2.3.4 Selection of Object Head

Department : 10 - Finance (Establishment) User : 201000002 - Thu,Jan 28,2021 DRAFT

Fund Transfer

v | Bill Entry v | Budgs tenance v | Sign out \

Budget Proposal for 2020-2021

Scheme 15-2054-00-003-01-00-V-1-null

National Informatics Center,

Proposed Total
In Draft Finalize
01-Salaries 40.000 0 0 0.000

Detail Head Grant Received Expenditure

Copyright © 2013-2014 Site Designed and Developed by For Regionwise Contact Please click on Helpdesk
! Me

leghalaya

Figure 24: Object Head Selection

On selection of the respective Scheme from the table, the DDO Draft user will be
presented with the page as shown in Figure 24.

1.

In Section 1, the user is shown the demand number and scheme that has been
selected. The user can use this as a reference to check if they are currently
performing functions on the correct selections or not.

Here, Section 2 displays the Object Heads that are associated to this Field
Department, Demand number, Major Head and scheme. The user can select
the respective Scheme in order to make changes and perform a Budget
Proposal.

Section 3 displays the Grant received by the respective department and
demand number, Major Head, Scheme and Object Head.

Section 4 displays the expenditure by the respective department and demand
number, Major Head, Scheme and Object Head.

Section 5 is divided into two separate columns. This section as a whole displays
the total amount that has been proposed to the respective departments.

a. In the first column, the user is displayed with information regarding the
Budget Proposal in the draft phase.

b. In the second column, the user is displayed with information regarding
Budget Proposal in the final phase.

The back button as indicated by section 6 is used by the user in order to move
back to the previous page (In this case, to go back to the previous page and
select a Scheme).



7. The user will have to select the respective Object Head in order to proceed
towards the next step.



2.3.2.3.5 Fund Requisition

Fund Transfer

Department : 10 - Finance (Establishment) User : 201000002 - Thu,Jan 28,2021 DRAFT

v | Bill Entry v | Budget Estimate v | Maintenance v | Sign out

Budget Proposal for 2020-2021

IDamlnd No

15 Scheme 15-2054-00-003-01-00-V-1-nul DetailHead  01-Salaries Back
Amounf sands

[Froposere

D10F20 -Departmental Administrator of Directorate OF Accounts And Treasuries

ToBe
Proposed

Justification

April May June July Aug Sept Oct Nov Dec Jan Feb March Total

igned and Developed by For Regionwise Contact Please click on Helpdesk
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Figure 25: Fund Requisition

On selection of the respective Object Head from the table, the DDO Draft user will
be presented with the page as shown in Figure 25.

1.

In Section 1, the user is shown the Demand No, Scheme, Object Head. The
user can use this as a reference to check if they are currently performing
functions on the correct selections or not.

In section 2, the user can select which user the amount will be proposed to.

In section 3, the user can indicate the proposal that is to be done. The proposal
is done in monthly intervals in their respective quarters throughout the Financial
Year. The user can propose the amount from the corresponding months to
perform the Budget Proposal process. The user can also enter a Justification
regarding the proposal that is being done.

The View Draft button as indicated by Section 4 is used by the user to create a
draft which contain the Budget Proposal of the selected schemes and user.

The Reset button as indicated by Section 5 is used by the user to reset and
clear all changes that have been made by the user during their current log in.

The back button as indicated by section 6 is used by the user in order to move
back to the previous page (In this case, to go back to the previous page and
select an Object Head).

The user will have to propose the amount and then view draft in order to
proceed towards the next step.



2.3.2.3.6 Draft of Fund Requisition

This section displays the curent user, the
demand no, the scheme and the object head
for statement of Budget Proposed at draft level

Statement of Budget Proposed (Draft level)

Print date: 11/02/2021

[Bea: 10

DemandNo: 15 Scheme: 15-2054-00-057-01-00-V-3-null Detail Head: OI—SalaneSI

Amount in Thousands

Proposed
To

Pustification

F20

Quarter | Quarter Il Quarter Il Quarter IV
April May June July Aug Sept oct Nov Dec Jan feb

10.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 10.000 0.000 0.000

Total
March

0.000 20.000

Total

10.000 0 0 0 0 o [ 0 10.000 0 o 0 20.000)

signature of Proposing Authority
201000003- ADMINISTRATOR

This section displays the user who the
Budget is proposed to in the corresponding

months [n their respective quarters
throughout the Financial Year. It also shows
the Justification regarding the Proposal

On click of this button, the user is
returns back to the previous page
and does not commit the change

On click of this button, the user will
commit the changes that were
made with respect to the proposal

Figure 26: Requisition Draft

On proposing the amount and selecting view draft, the DDO Draft user will be
presented with the page as shown in Figure 26.

1.

In Section 1, the user is shown the current user, Demand No, Scheme, Object
Head that has been selected. The user can use this as a reference to check if
they are currently performing functions on the correct selections or not.

Section 2 displays the Budget Proposal that has been performed and the user
to whom the proposal is done to. This is shown in monthly intervals in their
respective quarters throughout the Financial Year. The total proposal being
done is shown at the bottom of the section.

The Save button as indicated by Section 3 is used by the user to save and
commit the changes that have been made for the proposal. These changes will
be reflected and stored in the system.

The Return button as indicated by Section 4 is used by the user to go back to
the previous page. No changes will be committed nor stored to the system.

On saving the details, the user can then proceed in performing more functions
in the Fund Transfer Module or they can change the module and perform
functions in the Estimate, Maintenance Module or they can sign out from their
account.



2.3.3 Bill Entry Module
2.3.3.1 For DDO Normal User
2.3.3.1.1 Distributed Budget

Department : 10 - Finance (Establishment)  User : 201000002 - Thu,Feb 11,2021  DRAFT
Fund Transfer v ‘ Bill Entry v ‘ Budget Estimate ™/ ‘ Maintenance V| Sign out ‘
On click of this button, On click of this button,
the user can access the user can access
Bill Entry For February 2021 (Budgeted) the undistributed the authorisation
This section displays budget section report section
1 the current Treasury
Treasury 2010 Shillong South and DDO details
DDO 79(201000002) | Director Of Local Fund Audit
— 2 3
This section displays [ | This section displays This section displays Ihe This section displays | | This section displays whether
the demand number | | the Scheme for the Object Head for the Bill whether the bill is the bill is Establishment or
for the Bill Entry Bill Entry Entry. The user has to select charged or voted Development Unbistr, Budget Auth Report I
here to perform functions
Ja N v6 N D
February ( Amount In Rupees )
Demand No Scheme Object Description Charged/Voted C itted/Scheme = =
Grant No. Of Bills Expenditure Carry'd -Ve Bal Balance
15 15-2054-00-097-03-00-V-1 13 - Office Expenses Voted Committed 0 0 0 0 0
15 15-2054-00-097-03-00-V-1 50 - Other Charges Voted Committed 0 0 0 0 0
15 15-2054-00-098-01-00-V-1 13 - Office Expenses Voted Committed 0 0 0 0 0
15 15-2054-00-098-03-00-V-1 50 - Other Charges Voted Committed 8000 1 1000 0 7000
15 15-2054-00-003-01-00-V-1 01 - Salaries Voted Committed 0 0 0 0 0
This section displays the grant TOTAL 3 8000.000 1 1000 0] 7000.000
of the combination of demand » = 110 » ’r
no, scheme and object head This section displays the no. of bills
for the combination of demand no, [11 12[ 13
scheme and object head This section displays the expenditure: This section displays the carried This section displays the balance
Copyright © 2013-2014.Site Designed and Developed by for the combination of demand no, negative balance for the combination of 8l for the combination of demand
National Informz Center, Meghalaya scheme and object head demand no, scheme and object head no, scheme and object head

Figure 27: Bill Entry Distributed (Normal)

On selection of the Bill Entry option, a drop-down menu as in Figure 5 will be shown
and when the user selects the Bill Entry option, the DDO Draft user will be presented
with the page as shown in Figure 27.

1.

In Section 1, the user is shown the current Treasury code and details and the
DDO code and details.

The UnDistr. Budget button lets the user access the Undistributed Budget
Section and perform their functions there.

The Auth Report button lets the user access the Authorisation Report Section
and view the latest transactions that have been performed and approved.

Section 4 displays the respective demand number of the bill entries that have
been done.

Section 5 displays the respective scheme code of the bill entries that have been
done.

Section 6 displays the respective Object Head and description of the bill entries
that have been done.

Section 7 displays the whether the bill entries that have been done are voted
or charged.



8. Section 8 displays the whether the bill entries that have been done are
establishment or development. (Committed — Establishment & Scheme —
Development)

9. Section 9 displays the Grant for the combination of demand no, scheme and
object head of the bill entries that have been done.

10. Section 10 displays the No. of Bills for the combination of demand no, scheme
and object head of the bill entries that have been done.

11.Section 11 displays the Expenditure for the combination of demand no, scheme
and object head of the bill entries that have been done.

12.Section 12 displays the Carried Over Negative Balance for the combination of
demand no, scheme and object head of the bill entries that have been done.

13.Section 13 displays the Balance for the combination of demand no, scheme
and object head of the bill entries that have been done.

14.0n selection of a Bill, the user can proceed to perform the functions of the Bill
Entry Process.



2.3.3.1.1.1 Submit Bill to Treasury

Department : 10 - Finance (Establishment) User : 201000002 - Thu,Feb 11,2021 DRAFT

Fund Transfer  Thjs section displays the current
department, demand no, major
head details, scheme, object head,
Establishment/ Development and
charged/voted details

et Estimate V‘ Maintenance V‘ Sign out

On clicking this button, the
user is moved back to the
previous page

Propose Bill Entry for 2020-2021

PROPOSE BILL: Without this propose bill will be generated and forwarded to DDO final for Approval, when DDO receives balance then only DDO final login will be able to Approve this bill and then pill will
be generated.
1 6
D10F23 - Di Of Local Fund Audit Demand No. 15 Major Head 2054 - Treasury And Accounts Administration Back
15-2054-00-097-03-00-V-1--Up Gradation And I! it
Scheme P Gradation AnGImPrOVEMENt o rect 50-Other Charges Committed/Scheme  Committed Charged/Voted Voted
Of Computer Networks
TAN No 0 No of Bills 0 Budget (Rs.) 0 Expenditure (Rs.) 0 Balance (Rs.) 0

The user can enter the gross amount
and deduction amount for the bill

¥l  Bill Details

The user can select the bill type and bill I This section displays the current TAN No,
category by clicking on this dropdown Budget, Expediture and Balance details

_ The user can enter the net

amount for the bill here

Bill Type 3 I%' 17 - Other Charges v\ Bill Category \Regular V| 4
Gross Amt (Rs.) |1000 Deduction (Rs.) 20 INe'l Amt (Rs.) 980

Figure 28: Bill Entry (Treasury) (1)

Thls section displays [l] This section displays the amount [ on clicking this button,
7 9 r the scheme code 1 the user can delete
‘L 12

- This section displays the Major head. The user can choose the scheme by
selecting from the dropdown and enter the amount in the white text box.

Major Scheme Description Amount (Rs) Balancg|= 10
Scheme | v|  Amount 0040001100100 ||V AT : Tax Collection 10 Delete |
. 10 .
135 The user can select if the payee The user can add the details

: 7 The user can enter > e
is regular or registered LEEOITIHEETR  This section displays the e - or reset the details by clicking |

l @ Regular Payee Registered Payee [

On clicking this button the
user can add the details.

description of the scheme white text box
2

on the respective buttons

Net Amountlbalance = 980
Name Of Payee PAN NO. Bank Branch Account No. Amount (Rs) 21
[ Director Of Local Fund Audit v| 0 23_STATE BANK OF INDIA 0006729_EVENING BR, GS ROAD 2222222225 |
Name Of Payee PAN NO. Bank Branch Account No. Bill No. :;:Ie A"(":;m
N
14
18 19
This section displays the name of 16 z - - Thi RS 22 -
payee. The user can select the This section displays the Bank This section displays the b ;(5 SeC '°"t 1) iys T: This section displays the
name of payee from the dropdown. details. The user can enter the branch details of the bank. ankaccoUnt NUMDEr. The: bill no, bill date and
bank details in the text box The user can enter the user can enter the account amount.
branch details in the text box no. in the text box

This section displays the PAN
C?p\{'{lgh( © 2013 & details. The usechaynsenter the For Regionwise Contact Please click on Helpdesk
National Inform ter, Megh|

PAN details in the text box

can submit the de

Figure 29: Bill Entry (Treasury) (2)

[ 02 - stationary |
| - Select Bill Type -
| 01 - Service Postage Stamp

02 - Stationary

| 03 - Uniforms
| 04 - Hot Weather Establishment
| 05 - Furniture
06 - Expenditure On Refreshment
| 07 - Purchase Of Motor Vehicle
08 - Repairs Of Motor Vehicle
09 - Other Office Expenditure
10 - Permanant Advance
11 - Electricity-water Charges
12 - Peon Allowance
13 - News Paper Allowance
14 - A.c. Bill
15 - D.c.bill Not Pay At Try
16 - Other Payment
| 17 - Other Expenses

Figure 30: Bill Type Drop Down




Regular

Advance

Grant in Aid

AC

Book Adjustment
Nil Bill

Figure 31: Bill Category Drop Down

~Selection of Major Head-

0005—-Central Goods And Service Tax (cgst)
0006--State Goods & Service Tax

0008—Integrated Goods And Service Tax (igst)

0020--Corporation Tax

0021--Taxes On Imcome Other Than Corporation Tax
0028--Other Taxes On Income And Expenditures

0029—-Land Revenue

0030--Stamps And Registration Fees

0032--Taxes On Wealth

0035-Taxes On Inmovable Property Other Than Agricultural Land
0037--Custom

0038—Union Excise Duty

0039-State Exice

0040--Taxes On Sales Trade Etc.

0041--Taxes On Vehides

0042-Taxes On Goods And Passengers

0043-Taxes And Duties On Electricity

0044-Service Tax

0045--Other Taxes And Duties On Commodities And Services

Figure 32: Major Head Drop Down
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Figure 33: Scheme Drop Down

Select Name of party
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Director Of Local Fund Audit
Director Of Local Fund Audit
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wafbkfjwebfwef
wanbiangpor

Water Resource DDO

Figure 34: Payee Name Drop Down

On selection of a Bill from the Bill Entry Section, the DDO Draft user will be
presented with the page as shown in Figure 28 and 29.

1. In Section 1, the user is shown the current Department, Demand no, Major
Head, Scheme, Object Head, whether the bill is establishment or development.
(Committed — Establishment & Scheme — Development) and whether the bill is
charged or voted.

2. In section 2, the user is shown the TAN no, the no. of bills, the budget,
expenditure and the balance of the bill.

3. In section 3, the user can select the Bill type and the Bill category. Examples
are shown in Figure 30 and 31.



4. In Section 4, the user can enter the Gross amount and the deduction being
done.

5. In Section 5, The net amount is auto-calculated based on the gross amount and
the deduction

6. The back button as indicated by section 6 is used by the user in order to move
back to the previous page.

7. Section 5, the user can select the scheme and Major head from the drop-down
list. After selecting the user can enter the amount being used for that selected
scheme. Examples are shown in Figure 32 and 33.

8. The Add button in Section 8 adds the entered details by the user regarding the
Major Head and Scheme and adds them to the Bill.

9. Section 9 displays added schemes and shows the scheme code

10.Section 10 displays the corresponding description of the respective scheme
code.

11.Section 10 displays the corresponding amount of the respective scheme

12.The delete button as indicated in Section 12 is used to delete the added scheme
from the list.

13.Section 13 lets the user select the type of payee between regular and
registered.

14.Section 14 lets the user select the payee from the list. An example is shown in
Figure 34. Once the payee is added, the payee is shown in the list below.

15.Section 15 lets the user enter the PAN no. of the payee. Once the payee is
added, the payee PAN no. is shown in the list below.

16. Section 16 lets the user enter the Bank of the payee. Once the payee is added,
the payee Bank is shown in the list below

17.The submit button in Section 18 lets the user submit the bill for approval and
wait for authorization.

18.Section 18 lets the user enter the Bank Branch of the payee. Once the payee
is added, the payee Bank Branch is shown in the list below

19. Section 19 lets the user enter the Account no. of the payee. Once the payee is
added, the payee Bill no. is shown in the list below.



20. Section 20 lets the user enter the amount. Once the payee is added, the amount
is shown in the list below

21.The Add button in section 21 lets the user add the entered details to add the
payee to the bill. The Reset button in section 21 clears all the data entered by
the user

22.Section 22 shows the user the Bill no, the date of the bill and the amount of the
bill.

23.0n submitting the details, the user can then proceed in performing more
functions in the Bill Entry Module or they can change the module and perform
functions in the Fund Transfer, Maintenance Module or they can sign out from
their account.



2.3.3.1.2 Un-Distributed Budget

Department : 10 - Finance (Establishment)  User : 201000002 . Thu,Feb 11,2021 DRAFT
| |
Fund Transfer v | Bill Entry V| Budgst Estimate | Maintenancs v | Sign out On clicking this button the user
- can access the budgeted section
2

Feswmy: 20-SHMONE SR ( 1 nis section displays the current
DDO: 79 - Director of Local Fund Audit Treasury and DDO details The \:Istekr:;v:):e‘lzcs( ;n;;;g:,me by
1CKI IS art n

The user can select the Major

Head by clicking on this dropdown

3

The user can select the detall head
by clicking en this dropdown

Major Head [au 09-State Provident Funds 5

Scheme [998009011010100V7 -Temp Advance/Withdrawal

e ¢
Detail Head [97-GFF J
April-2020 To March-2021
This section displays the Budget 5_) Budget Bills Expenditure Balance 9 This section displays the balance
for the Bill Entry 15000000.000 22 97010 14902990.000 3 for the Bill Entry
T 7 Submit TB
This section displays the no of This section displays the v

bills for the Bill Entry expenditure for the Bill Entry

On clicking this button, the user
can submit the details

Figure 35: Bill Entry Undistributed (Normal)

-Choose Major Head- &
-Choose Major Head-
8009-State Provident Funds

Figure 36: Major Head Drop Down

-Choose scheme- ~

-Choose scheme-

998009011010100V7 ~Temp Advance/Withdrawal
998009011010200V7 -Final Withdrawal

Figure 37: Scheme Drop Down

-Choose Object Head- ~

-Choose Object Head-
97-GPF

Figure 38: Object Head Drop Down

On selection of Undistributed Budget from the Bill Entry Section, the DDO Draft
user will be presented with the page as shown in Figure 35.

1. In Section 1, the user is shown the current Treasury code and details and the
DDO code and details.

2. The Budgeted button lets the user access the Distributed Budget Section and
perform their functions there.

3. Insection 3, the user can select respective Major Head from the drop-down list.
An example is shown in Figure 36.

4. In section 4, the user can select respective Scheme from the drop-down list. An
example is shown in Figure 37.

5. In section 5, the user can select respective Object Head from the drop-down
list. An example is shown in Figure 38.



6. On selecting the respective options, the user will be displayed a table with
Sections 6, 7, 8 and 9. Section 6 displays to the user the Budget for that
combination of Major Head, Scheme and Object Head.

7. Section 7 displays to the user the number of bills for that combination of Major
Head, Scheme and Object Head

8. Section 8 displays to the user the Expenditure for that combination of Major
Head, Scheme and Object Head.

9. Section 9 displays to the user the Balance for that combination of Major Head,
Scheme and Object Head

10.0n click of the submit button, the user is moved to the Bill entry section with the
respective details that have been selected.



2.3.3.1.2.1 Bill Entry
2.3.3.1.2.1.1 Submit Bill to Treasury

Department : 34 - Public Works User : 203400500 -

Wed,Feb 10,2021 DRAFT

F_- . s - ‘get Estimate v ‘ Maintenance V| Sign out
This section displays the current department,
demand no, major head, scheme, object head,

On clicking this button the user is
Establishment/ Development, voted

moved back to the previous page -

Bill Entry for 2020-2021
Department D10F23 - Directorate Of Local Fund Audit Demand No. 99 Major Head 8009 - State Provident Funds |
Scheme 99-8009-01-101-01-00-V-7 —~Temp Advance/withdrawal Object 97-GPF Committed/Scheme N/A Charged/Voted Voted
TAN No [ No of Bills 23 Budget (Rs.) 15000000.000 Expenditure (Rs.) 130015 Balance (Rs.) 14869985.000

On selecting submit to Treasury, the user can select the Bill 2] z 7 ¥ = i—
. type and Bill category by clicking on the dropdown options BN Detalt Thissection can enter; the

Bross amont, amountfor This section displays the TAN
deduction and net amount. ber of bills, bud
Bill Submit Option @ submit Bill To Treasury O Issue Cheque no, number of bills, budget,
= = . a expenditure and balance.
Bill Type - Select Bill Type - v] Bill Category Reqular v
- This section displays the
Gross Amt (Rs.) 0 Deduction (Rs.) 0 Net Amt (Rs.) 0 | scheme, its description,
This section displays the major . . amount and balance
head. The user cgn glso selecg the 5] Deduction Detzils | Notice ) (hckmg(tjglst?ugon ﬁhe
scheme and enter the amount. 3 ueficanaddtne detals:
Major 6 Scheme Description Amount (Rs) Balance =0
Scheme |--Select Scheme-- v| Amount
9y The user can select the type of The user can enter the serial no. cheque gy
F payee by clicking on these options no and cheque date in this section
[© Regular Payee Registered Payee I Serial No. Cheque No f):::_‘" 10/02/2021 ] | Net Amount balance = 0
Name Of Payee PAN NO. Bill No. Bill Date. Amount (Rs)
elect Payee - v ‘ 10/02/2021 ﬁ m Reset
Name Of Payee PAN NO. Bill No. Bill Date Amount (Rs)
17

On clicking
1 12 15

this button,
This section displays the This section displays the

the user can
This section displays the reset the
name of Payee. The user PAN no. The user can enter 18 amount. The user can enter changes
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13 14 16
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Figure 40: Bill Entry (Treasury) (2)
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03 - Non- Refundable Advance

Figure 41: Bill Type Drop Down

[FE |

Regular
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Grant in Aid

AC

Book Adjustment
Nil Bill

Figure 42: Bill Category Drop Down




—Selection of Major Head- =
| “Selection of Major Head-

0005—-Central Goods And Service Tax (cgst)

0006--State Goods & Service Tax

0008—Integrated Goods And Service Tax (igst)

0020--Corporation Tax

0021-Tax

imcome Other Than Corporation Tax
xes On Income And Expenditures
0029--Land Revenue

0028--Othes

0030--Stamps And Registration Fees

0032--Taxes On Wealth

0035--Taxes On Inmovable Property Other Than Agricuftural Land
0037~
0038-
0039~
0040--Taxes On Sales Trade Etc.

0041--Taxes On Vehides

0042--Taxes On Goods And Passengers
0043--Taxes And Duties On Electricity
0044--Service Tax

0045—-Other Taxes And Duties On Commodities And Services

Figure 43: Major Head Drop Down

-Select scheme- ‘
0040001100100~V A T : Tax Collection

0040001100200~

Others

Figure 44: Scheme Drop Down
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Figure 45: Payee Name Drop Down

On submission of a Bill from the Undistributed Bill Entry Section, the DDO Checker
Draft user will be presented with the page as shown in Figure 39 and 40.

1.

In Section 1, the user is shown the current Department, Demand no, Major
Head, Scheme, Object Head, whether the bill is establishment or development.
(Committed — Establishment & Scheme — Development) and whether the bill is
charged or voted.

In section 2, the user is shown the TAN no, the no. of bills, the budget,
expenditure and the balance of the bill.

In section 3, the user can select the bill submission option. In this case the user
has selected Submit Bill to Treasury. This in turn will request the user to enter
the Bill type and the Bill category. Examples are shown in Figure 41 and 42.

In Section 4, the user can enter the Gross amount and the deduction being
done. The net amount is auto-calculated.

Section 5, the user can select the scheme and Major head from the drop-down
list. After selecting the user can enter the amount being used for that selected
scheme. Examples are shown in Figure 43 and 44.



6. The Add button in Section 6 adds the entered details by the user regarding the
Major Head and Scheme and adds them to the Bill.

7. Section 7 displays added schemes and shows details of the scheme code,
description, amount and the remaining balance

8. The back button as indicated by section 8 is used by the user in order to move
back to the previous page.

9. Section 9 lets the user select the type of payee between regular and registered.

10.Section 10 lets the user enter details regarding cheques. The user can enter
the serial no, the cheque no and the cheque date.

11.Section 11 lets the user select the payee from the list. An example is shown in
Figure 45. Once the payee is added, the payee is shown in the list below.

12.Section 12 lets the user enter the PAN no. of the payee. Once the payee is
added, the payee PAN no. is shown in the list below.

13.Section 13 lets the user enter the Bill no. of the payee. Once the payee is added,
the payee Bill no. is shown in the list below.

14.Section 14 lets the user enter the date of the bill. Once the payee is added, the
bill date is shown in the list below.

15.Section 15 lets the user enter the amount of the bill. Once the payee is added,
the bill amount is shown in the list below.

16.The Add button in section 16 lets the user add the entered details to add the
payee to the bill.

17.The Reset button in section 17 clears all the data entered by the user.

18.The submit button in Section 18 lets the user submit the bill for approval and
wait for authorization.

19.0n submitting the details, the user can then proceed in performing more
functions in the Bill Entry Module or they can change the module and perform
functions in the Fund Transfer, Maintenance Module or they can sign out from
their account.



2.3.3.1.2.1.2 Issue Cheque

Department : 34 - Public Works User : 203400500 - Wed,Feb 10,2021 DRAFT

This section displays the current “ | Budget Estimate ‘ Maintenance V| Sign out T ;
department, demand no, major head, On clicking this button the user is
scheme, object head, Establishment/ moved back to the previous page ~
Development, Charged/ voted Bill Entry for 2020-2021
Department D10F23 - Directorate Of Local Fund Audit Demand No. 99 Major Head 8009 - State Provident Funds Back
Scheme 99-8009-01-101-01-00-V-7 —-Temp Advance/withdrawal Object 97-GPF Committed/Scheme N/A Charged/Voted Voted
| TAN No 0 No of Bills 23 Budget (Rs.) 15000000.000 Expenditure (Rs.) 130015 Balance (Rs.) 14869985.000 |

T

Bill Details - 5 T This section displays the TAN no, ]
7 This section the user can enter ¢
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2 3 the user can further select for 8 s expenditure and balance.
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© Nerr O Department Chegue. J 4
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scheme and enter the amount.

Major 6 Scheme Description Amount (Rs) Balance = 2

Scheme |-Select scheme- ~|  Amount

Figure 46: Bill Entry (Cheque) (1)
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Figure 47: Bill Entry (Cheque) (2)
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Figure 48: Major Head Drop Down
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Figure 49: Scheme Drop Down
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Figure 50: Payee Name Drop Down

On submission of a Bill from the Undistributed Bill Entry Section, the DDO Draft
user will be presented with the page as shown in Figure 46 and 47.

1.

9.

In Section 1, the user is shown the current Department, Demand no, Major
Head, Scheme, Object Head, whether the bill is establishment or development.
(Committed — Establishment & Scheme — Development) and whether the bill is
charged or voted.

In section 2, the user is shown the TAN no, the no. of bills, the budget,
expenditure and the balance of the bill.

In section 3, the user can select the bill submission option. In this case the user
has selected Issue Cheque. This in turn will request the user to select whether
the Cheque is NEFT or Department Cheque.

In Section 4, the user can enter the Gross amount and the deduction being
done. The net amount is auto-calculated.

Section 5, the user can select the scheme and Major head from the drop-down
list. After selecting the user can enter the amount being used for that selected
scheme. Examples are shown in Figure 48 and 49.

The Add button in Section 6 adds the entered details by the user regarding the
Major Head and Scheme and adds them to the Bill.

Section 7 displays added schemes and shows details of the scheme code,
description, amount and the remaining balance

The back button as indicated by section 8 is used by the user in order to move
back to the previous page.

Section 9 lets the user select the type of payee between regular and registered.

10. Section 10 lets the user enter details regarding cheques. The user can enter

the serial no, the cheque no and the cheque date.

11.Section 11 lets the user select the payee from the list. An example is shown in

Figure 50. Once the payee is added, the payee is shown in the list below.



12.Section 12 lets the user enter the PAN no. of the payee. Once the payee is
added, the payee PAN no. is shown in the list below.

13.Section 13 lets the user enter the Bill no. of the payee. Once the payee is added,
the payee Bill no. is shown in the list below.

14.Section 14 lets the user enter the date of the bill. Once the payee is added, the
bill date is shown in the list below.

15. Section 15 lets the user enter the amount of the bill. Once the payee is added,
the bill amount is shown in the list below.

16.The Add button in section 16 lets the user add the entered details to add the
payee to the bill.

17.The Reset button in section 17 clears all the data entered by the user.

18.The submit button in Section 18 lets the user submit the bill for approval and
wait for authorization.

19.0n submitting the details, the user can then proceed in performing more
functions in the Bill Entry Module or they can change the module and perform
functions in the Fund Transfer, Maintenance Module or they can sign out from
their account.



2.3.3.1.3 Authorisation Report

User : 104000100 -

On click of this button,
it takes the user back
to the Bill Entry Section

Department : 40 - Soil And Water Conservation Thu,Feb 11,2021 DRAFT

This section displays the
respective Object Head

This section displays the
respective Major Head
of the corresponding

This section displays the
respective Authorization v
Number of the corresponding
bills that were made

This section displays the
date the corresponding 4

of the correspondin
bills were made P! g

bills that were made bills that were made
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the respective Scheme
of the corresponding

This section displays the
time the corresponding
bills were made

of the corresponding bills
that were made

of the corresponding
bills that were made

bills that were made

Your Last| Fi;l.le Bills Are

Date Time AUTH.NO GrantNO MajorHead Scheme DetailHead Amount|
09-02-2021 18:29:37.806541 10098171927418291036 45 2402 24020007 13 1000 Print
06-02-2021 19:11:23.079073 10001471627419111019 45 2402 24020007 13 1000} Print
06-02-2021 17:13:45.244478 28401627411471038 45 2402 24020007 13 1000} Print
04-02-2021 20:26:50.382646 10094441427420261047 45 2402 24020007 13 1000} Print
03-02-2021 18:41:32.86039 38161327418411031 45 2402 24020007 13 100] Print

On click of this button, the g T
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ed and Developed by For Re

Figure 51: Authorisation Report

Expenditure
Authorisation Slip For Year 2020 2021
Valid Upto 18/02/2021

'Authorisation No.[10098171927418291036 Date 09/02/2021
Transaction No. [99
Token No.
DIRECTOR OF SOIL AND
DDO Code 104000100 Designation WATER CONSERVATION,
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03/UNIFORMS
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Figure 52: Authorisation Report Draft
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On selection of Authorisation Report from the Bill Entry Section, the DDO Draft
user will be presented with the page as shown in Figure 51.

1.

In Section 1, the user is shown the date the corresponding bills were made.

In Section 2, the user is shown the exact time the corresponding bills were
made.

In Section 3, the user is shown the authorisation number of the corresponding
bills.

In Section 4, the user is shown the Grant number of the corresponding bills.

In Section 5, the user is shown the respective Major Head of the corresponding
bills.

In Section 6, the user is shown the respective Scheme of the corresponding
bills.

In Section 7, the user is shown the respective Object Head of the corresponding
bills.

In Section 8, the user is shown the respective amount of the corresponding bills.

The print button as indicated by Section 9 is used to print the authorisation
report of the corresponding bill. An example is shown in Figure 52.

10.The More Bills button as indicated by Section 10 is used to display more bills in

order to generate the authorisation report for older bills

11.The Bill Entry button as indicated by Section 11 is used to move back to the Bill

Entry Section.

12.When the user has printed the bill, the user can then proceed in performing

more functions in the Bill Entry Module or they can change the module and
perform functions in the Fund Transfer, Maintenance Module or they can sign
out from their account.



2.3.3.1.4 Delete Bill
2.3.3.1.4.1 Selection of Bill to Delete

Department : 10 - Finance (Establishment)  User : 201000002 -  Thu' v 5 on clicking this button,
This section displays the Transaction no the user can view the On clicking this button,
for bill deletion. The user can click on the deposit bills to delete the user can view the
Fund Transfer v ‘ Bill Entry v ‘ Budget Estimate v ‘ Maintenance transaction no to view further details proposed bill to delete
3
A
DELETION OF BILL n On clicking this button, 5
On clicking this the user can view the
button, the user can NPDC bills to delete
. e view the CF bills to
Treasury: --Shillong South 1 This section displays the current delete 4
Treasury and DDO details
DDO: 201000002 -- Director Of Local Fund Audit 2
This section displays ~ This section displays E T ————
thegrantnumber theMajorheadsfor g Tnissectiondisplaysthe 10 1715 =ection doplays (he L
for bill deletion bill deletion ccherne for bill deletion object dzsclﬂglloﬂ for bill | CF Bills | | Deposit Bills I | NPDC Bills I | Proposed Bill Delete
eletion
N $7 J L
Grant No MajorHead Scheme Object Object Description Transaction No. Gross Amount Deduction Net Month
15 2054 20540006 13 Office Expenses 219 1000 0 1000 1
15 2054 20540006 13 Office Expenses 220 1000 0 1000 1
15 2054 20540006 13 Office Expenses 221 1000 0 1000 1
15 2054 20540006 13 Office Expenses 222 1000 0 1000 1
15 2054 20540006 13 Office Expenses 223 1000 0 1000 1
15 2054 20540006 13 Office Expenses 224 1000 0 1000 1
15 2054 20540006 13 Office Expenses 225 1000 0 1000 3 6
15 2054 20540006 13 Office Expenses 226 1000 0 1000 1
15 2054 20540006 13 Office Expenses 227 1000 0 1000 1 v

This section displays This section displays the gross amount
Copyright © 2013-2014.Site the object heads E

This section displays This section displays
the net amount for the respective transaction
Figure 53: Select Bill to Delete

National Informatics Center, M

On selection of the Bill Entry option, a drop-down menu as in Figure 5 will be shown
and when the user selects the Delete option, the DDO Draft user will be presented
with the page as shown in Figure 53.

1. In Section 1, the user is shown the current Treasury code and details and the
DDO code and details.

2. The CF Bills button in Section 2 lets the user access the CF Bills and they will
be displayed accordingly and the user can delete the corresponding bills.

3. The Deposit Bills button in Section 3 lets the user access the Deposit Bills and
they will be displayed accordingly and the user can delete the corresponding
bills.

4. The NPDC Bills button in Section 4 lets the user access the NPDC Bills and
they will be displayed accordingly and the user can delete the corresponding
bills.

5. The Proposed Bill Delete button in Section 5 lets the user access the Proposed
Bills and they will be displayed accordingly and the user can delete the
corresponding bills.

6. Section 6 displays the respective Grant number of the bill entries that have been
done.

7. Section 7 displays the respective Major Head of the bill entries that have been
done.



8. Section 8 displays the respective scheme code of the bill entries that have been
done.

9. Section 9 displays the respective Object Head code of the bill entries that have
been done.

10.Section 10 displays the respective Object Head description of the bill entries
that have been done

11.Section 11 displays the Transaction no. for the combination of Grant no, Major
Head, scheme and object head of the bill entries that have been done. The user
can select the respective Transaction no. to progress to the Bill deletion screen
in order to delete the Bill

12.Section 12 displays the Gross Amount for the combination of Grant no, Major
Head, scheme and object head of the bill entries that have been done.

13.Section 13 displays the Deduction for the combination of Grant no, Major Head,
scheme and object head of the bill entries that have been done.

14.Section 14 displays the Net Amount for the combination of Grant no, Major
Head, scheme and object head of the bill entries that have been done.

15. Section 15 displays the Month the transaction was done for the combination of
Grant no, Major Head, scheme and object head of the bill entries that have
been done.

16.0n selection of a Bill, the user can proceed to perform the functions of the Bill
Deletion Process.



2.3.3.1.4.2 Bill Deletion

Department : 10 - Finance (Establishment) User : 201000002 - Thu,Feb 11,2021 DRAFT This section displays the gross amount,
deduction and net amount for the respective
grant no, scheme and object head

Fund Transfer This section displays the department, ¢ | Maintenance V| Sign out
ﬂn;r;]cial yearavggjor hsad,d%ram”no. On clicking this button, the user willbe
cheme and Object Head details Details of Bill for Deleting moved back to the previous page

\L1 1"

Department: 10 Budget From:  2020-2021 Majorhead : 2054
2
Grant No Scheme Object Gross (Rs.) Deduction(Rs.) Net(Rs.)
15 20540006--Up Gradation And Improvement Of Computer Networks In Treasuries 13 - Office Expenses 1000 0 1000

This section displays the schemeand 3

the amount for the respective scheme j Deduction Details

Scheme Amount
Total Amount = of

Net Amount Details

Name Of Party Branch Code Bank Code Account No. I Amount

Wanbiang Null Null Null 1000]

Total Net Amount = 1000
L T L [} T

This section displays the This section displays Delete Cancel This section displays This section displays
name of the party the branch code — -EE the bank code the account number
Copyright © 2013-2014.Site Designed and Developed by =

National Informatics Center, Meghalaya On clicking this button, the On clicking this button, the user will

This section displays
the amount

For Regionwise Contact Pleas

user can delete the bill be moved back to the previous page

Figure 54: Bill Deletion

On selection of the respective bill, the DDO Draft user will be presented with the
page as shown in Figure xx.

1. In Section 1, the user is shown the Bill's Department, when the budget was for,
the major head, the grant no, the scheme and the object head.

2. In section 2, the user is shown the gross amount, the deduction and the net
amount of the corresponding bill.

3. Section 3 displays the respective scheme of the bill and the deduction details
that were done by the scheme.

4. Section 4 displays the name of the party that created the bill.

5. Section 5 displays the Bank Branch code of the party that created the bill.

6. Section 6 displays the Bank code of the party that created the bill.

7. Section 7 displays the Account Number of the party that created the bill.

8. Section 8 displays the amount and the total net amount of the bill.

9. The Delete button as indicated by Section 9 is used for the deletion of the bill.

10.The cancel button as indicated by Section 10 is used to cancel the deletion and
go back to the previous page.

11.The back button as indicated by section 11 is used by the user in order to move
back to the previous page.



12.When the user has deleted the bill or cancelled their choice, the user can then
proceed in performing more functions in the Bill Entry Module or they can
change the module and perform functions in the Fund Transfer, Maintenance
Module or they can sign out from their account.



2.3.3.2 For DDO Checker User
2.3.3.2.1 Distributed Budget

Department : 34 - Public Works User : 203400500 - Thu,Feb 11,2021 DRAFT
Fund Transfer This section displays the current ate v ‘ Maiftonancs | sign out On click of this button, Fhe user
Treasury and DDO details can access the authorisation
report section
: Bill Entry For February 2021 (Budgeted)
On click of this button, the user
can access the undistributed
Treasury 2034 shillong South budget section
DDO 436(203400500) | E E P W D Roads Shillong Central Division 2 3
This section displays the Object This section displays whether the bill Tfhis shection cli)i‘splays thfe expenditure
Head for the Bill Entry. The user has is Establishment or Development or the combination of demand no, [ ”
to select here to perform functions scheme and object head VLR LIRS
J’ = 2 1
S e February ( Amount in Rupees )
Demand No Scheme Object Description Charged/Voted C - -
Grant No. Of Bills Expenditure Carry'd -Ve Bal Balance
56 56-5054-03-337-02-00-V-3 53 - Major Works Voted N/A 1000000 0 0 0 1000000
56 56-5054-04-337-01-00-V-3 53 - Major Works Voted N/A 500000 0 0 0 500000
TOTAL 1500000.000 0 0| 0 1500000.000)
T T
5
y = This section displays the grant This section displays the carried
This section displays the 7 of the combination of demand negative balance for the combination of
Scheme for the Bill Entry no, scheme and object head demand no, scheme and object head
4 This section displays whether 10 13

the bill is charged or voted
This section displays the no. of bills This section displays the balance

for the combination of demand no, @ for the combination of demand
scheme and object head no, scheme and object head

Figure 55: Bill Entry Distributed (Checker)

On selection of the Bill Entry option, a drop-down menu as in Figure 5 will be shown
and when the user selects the Bill Entry option, the DDO Checker Draft user will be
presented with the page as shown in Figure xx.

1. In Section 1, the user is shown the current Treasury code and details and the
DDO code and details.

2. The UnDistr. Budget button in Section 2 lets the user access the Undistributed
Budget Section and perform their functions there.

3. The Auth Report button in Section 3 lets the user access the Authorisation
Report Section and view the latest transactions that have been performed and
approved.

4. Section 4 displays the respective demand number of the bill entries that have
been done.

5. Section 5 displays the respective scheme code of the bill entries that have been
done.

6. Section 6 displays the respective Object Head and description of the bill entries
that have been done.

7. Section 7 displays the whether the bill entries that have been done are voted
or charged.



8. Section 8 displays the whether the bill entries that have been done are
establishment or development. (Committed — Establishment & Scheme —
Development).

9. Section 9 displays the Grant for the combination of demand no, scheme and
object head of the bill entries that have been done.

10. Section 10 displays the No. of Bills for the combination of demand no, scheme
and object head of the bill entries that have been done.

11.Section 11 displays the Expenditure for the combination of demand no, scheme
and object head of the bill entries that have been done.

12.Section 12 displays the Carried Over Negative Balance for the combination of
demand no, scheme and object head of the bill entries that have been done.

13.Section 13 displays the Balance for the combination of demand no, scheme
and object head of the bill entries that have been done.

14.0n selection of a Bill, the user can proceed to perform the functions of the Bill
Entry Process.



2.3.3.2.1.1 Bill Entry
2.3.3.2.1.1.1 Submit Bill to Treasury

Department : 34 - Public Works  User : 203400500 - Wed,Feb 10,2021 DRAFT

= - et Estimate W ‘ Maintenance v ‘ Sign out -
This section displays the current department, On clicking this button the user is
demand no, major head, scheme, object head, moved back to the previous page
Establishment/ Development, Charged/ voted Bill Entry for 2020-2021
N b
Department D34F71 - Chief Engineering Public Works Department Roads  Demand No. 56 Major Head 5054 - Capital Outlay On Roads And Bridges Back
-5054-03-337-02-00-V-3- i

Scheme Zz:dzs 03733 20200 Vd:=Retiodical Henewsll @ Existing Object 53-Major Works Committed/Scheme N/A Charged/Voted Voted
TAN No 0 No of Bills 0 Budget (Rs.) 1000000 Expenditure (Rs.) 0 Balance (Rs.) 1000000

Bill Details This section can enter the

q On selecting submit to Treasury, the user can select the Bill
gross amount, amount for

type and Bill category by clicking on the dropdown options

This section displays the TAN

deduction and net amount. x
Bill Submit Option @® submit Bill To Treasury O Issue Cheque no, number of bills, budget.
= expenditure and balance.
Bill Type [ Select Bill Type - v] Bill Category Reqular iv
- This section displays the
Gross Amt (Rs.) 0 Deduction (Rs.) 0 Net Amt (Rs.) 0 | scheme, its description,

amount and balance
On clicking this button the user can add

head. The user can also select the the details.

This section displays the major
scheme and enter the amount.

Major 6 Scheme Description Amount (Rs) Balance =0

Scheme [--Select Scheme-- v|  Amount

Figure 56: Bill Entry (Treasury) (1)

The user can select the type of The user can enter the serial no, cheque [0}
payee by clicking on these options no and cheque date in this section

@® Regular Payee Registered Payee | | Serial No. Cheque No g:i:f‘“ 10/02/2021 o | Net Amount balance = 0
Name Of Payee PAN NO. Bill No. Bill Date. Amount (Rs)
—-Select Payee - ] [ 10/02/2021 B m Reset
N
Name Of Payee PAN NO. Bill No. Bill Date Amount (Rs)
17
N ™ On clicking
1" 12 15 this button,
- - - the user can
This section displays the This section displays the This section displays the reset the
name of Payee. The user PAN no. The user can enterf lamount. The user can entel changes
can select the payee by the PAN no. in the white the amount in the white
clicking on the dropdown text box text box
13 14
This section displays the Bill no. This section displays the Bill date. e
The user can enter the Bill no. in The user can enter the Bill date in niclicking this bittorithe

user can add the payee

the white text box the white text box
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Figure 57: Bill Entry (Treasury) (2)

- Select Bill Type - v
- Select Bill Type - il
01 - Purchase Of Lands

02 - Purchase Of Buildings

03 - Major Works

04 - AcBill

05 - D.c. Bill Not Payable At Treas

06 - Gia To Zp,institute,govt Ofice

07 - Other Payments

08 - Other Expenses

Figure 58: Bill Type Drop Down

Regular
Advance

Grant in Aid

AC

Book Adjustment
Nil Bill

Figure 59: Bill Category Drop Down




-Select scheme- v
-Select scheme-

Others

Figure 60: Scheme Drop Down

~Selection of Major Head- <

| “Selection of Major Head-
0005—Central Goods And Service Tax (cgst)

0006--State Goods & Service Tax

0008-Integrated Goods And Service Tax (igst)
0020--Corporation Tax

0021-Taxes On Imcome Other Than Corporation Tax
0028--Other Taxes On Income And Expenditures
0029--Land Revenue

0030--Stamps And Registration Fees

0032--Taxes On Wealth

0035—Taxes On Inmovable Property Other Than Agricultural Land
0037--Custom

0038--Union Excise Duty

0039--Stat 0

0040--Taxes On Sales Trade Etc.
0041--Taxes On Vehides

0042--Taxes On Goods And Passengers
0043-Taxes And Duties On Electricity

0044--Service Tax

0045—Other Taxes And Duties On Commodities And Services

Figure 61: Major Head Drop Down

Select Name of party
Select Name of party

-New Payee-

Test no one

Figure 62: Payee Name Drop Down

On selection of a Bill from the Bill Entry Section, the DDO Checker Draft user will
be presented with the page as shown in Figure 56 and 57.

1.

In Section 1, the user is shown the current Department, Demand no, Major
Head, Scheme, Object Head, whether the bill is establishment or development.
(Committed — Establishment & Scheme — Development) and whether the bill is
charged or voted.

In section 2, the user is shown the TAN no, the no. of bills, the budget,
expenditure and the balance of the bill.

In section 3, the user can select the bill submission option. In this case the user
has selected Submit Bill to Treasury. This in turn will request the user to enter
the Bill type and the Bill category. Examples are shown in Figure 58 and 59.

In Section 4, the user can enter the Gross amount and the deduction being
done. The net amount is auto-calculated.

Section 5, the user can select the scheme and Major head from the drop-down
list. After selecting the user can enter the amount being used for that selected
scheme. Examples are shown in Figure 60 and 61.

The Add button in Section 6 adds the entered details by the user regarding the
Major Head and Scheme and adds them to the BIll.

Section 7 displays added schemes and shows details of the scheme code,
description, amount and the remaining balance



8. The back button as indicated by section 8 is used by the user in order to move
back to the previous page.

9. Section 9 lets the user select the type of payee between regular and registered.

10.Section 10 lets the user enter details regarding cheques. The user can enter
the serial no, the cheque no and the cheque date.

11.Section 11 lets the user select the payee from the list. An example is shown in
Figure 62. Once the payee is added, the payee is shown in the list below.

12.Section 12 lets the user enter the PAN no. of the payee. Once the payee is
added, the payee PAN no. is shown in the list below.

13. Section 13 lets the user enter the Bill no. of the payee. Once the payee is added,
the payee Bill no. is shown in the list below.

14.Section 14 lets the user enter the date of the bill. Once the payee is added, the
bill date is shown in the list below.

15.Section 15 lets the user enter the amount of the bill. Once the payee is added,
the bill amount is shown in the list below.

16.The Add button in section 16 lets the user add the entered details to add the
payee to the bill.

17.The Reset button in section 17 clears all the data entered by the user.

18.The submit button in Section 18 lets the user submit the bill for approval and
wait for authorization.

19.0n submitting the details, the user can then proceed in performing more
functions in the Bill Entry Module or they can change the module and perform
functions in the Fund Transfer, Maintenance Module or they can sign out from
their account.



2.3.3.2.1.1.2 Issue Cheque

Department : 34 - Public Works User : 203400500 -

This section displays the current
department, demand no, major head,
scheme, object head, Establishment/
Development, Charged/ voted

J1

‘ Budget Estimate

Wed,Feb 10,2021 DRAFT

| Sign out

7 ‘ Maintenance

Bill Entry for 2020-2021

moved back to the previous page

e

On clicking this button the user is l\

Department D34F71 - Chief Engineering Public Works Department Roads = Demand No. 56 Major Head 5054 - Capital Outlay On Roads And Bridges Back
-5054-03-337-02-00-V-3- i f

Scheme ;g:;:s 3470200 Ve petiodical Renewal OF Existing Object 53-Major Works Committed/Scheme N/A Charged/Voted Voted

ITAN No 0 No of Bills 0 Budget (Rs.) 1000000 Expenditure (Rs.) 0 Balance (Rs.) 1000000 I

Bill Details
On selecting to issue a cheque,

Bill Submit Option
e ® NEFT__O Department Cheque.

O submit Bill To Treasury @ Issue Cheque

the user can further select for
NEFT or Department Cheque

)

This section the user can enter
the gross amount, amount for
deduction and net amount.

This section displays the TAN no,
number of bills, budget,
expenditure and balance.

J4

Gross Amt (Rs.) 10

Deduction (Rs.) 2

Net Amt (Rs.) 8

l This section displays the

This section displays the major
head. The user can also select the

On clicking this button the user can

added scheme, its description,
amount and balance

scheme and enter the amount. addtheidetalls. 7
Major 6 Scheme Description Amount (Rs) Balance =2
Scheme |-Select scheme- ~|  Amount
v
The user can select the type of The user can enter the serial no, cheque [10]
payee by clicking on these options no and cheque date in this section
@~RegularPayee | Registered Payee | | Serial No. Cheque No Cheaue | /02/2021 B | R AT HaloE <D
Name Of Payee PAN NO. Bill No. Bill Date. Amount (Rs)
Select Payee -] [ 10/02/2021 BB m Reset
Name Of Payee PAN NO. Bill No. Bill Date Amount (Rs)
17
J 3 on dicing
1 this button,
- - 12 15 the user can
This section displays the This section displays the This section displays the reset the
name of Payee. The user PAN no. The user can enter] 18 lamount. The user can entel changes
c;n_select the payee by the PAN no. in the white On clicking this button, thy the amount in the white
clicking on the dropdown text box user can submit the details text box
13 14

2014.Site Designed and Developed by
enter, Meghalay
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Figure 64:

This section displays the Bill no.
The user can enter the Bill no. in
the white text box

This section displays the Bill date.
The user can enter the Bill date in

the white text box

On clicking this button the
user can add the payee

For Regionwise Contact Please click on Hel

Bill Entry (Cheque) (2)

Others

elect schem
elect scheme-

Figure 65: Scheme Drop Down

~Selection of Major Head-
0005—-Central Goods And Service Tax (cgst)

0006-State Goods & Service Tax

0008-Integrated Goods And Service Tax (igst)
0020--Corporation Tax

0021--Taxes On Imcome Other Than Corporation Tax
0028--Other Taxes On Income And Expenditures
0029--Land Revenue

0030--Stamps And Registration Fees

0032--Taxes On Wealth

0035-Taxes On Inmovable Property Other Than Agricultural Land
0037--Custom

0038--Union Excise Duty

0039-State Exice

0040-Taxes On Sales Trade Etc.

0041--Taxes On Vehides

0042--Taxes On Goods And Passengers

0043-Taxes And Duties On Electricity

0044—Service Tax

0045—-Other Taxes And Duties On Commodities And Services

Figure 66: Major Head Drop Down

Select Name of party

Select Name of party

-New Payee-

Test no one

Figure 67: Payee Name Drop Down




On selection of a Bill from the Bill Entry Section, the DDO Checker Draft user will
be presented with the page as shown in Figure 63 and 64.

1.

9.

In Section 1, the user is shown the current Department, Demand no, Major
Head, Scheme, Object Head, whether the bill is establishment or development.
(Committed — Establishment & Scheme — Development) and whether the bill is
charged or voted.

In section 2, the user is shown the TAN no, the no. of bills, the budget,
expenditure and the balance of the bill.

In section 3, the user can select the bill submission option. In this case the user
has selected Issue Cheque. This in turn will request the user to select whether
the Cheque is NEFT or Department Cheque.

In Section 4, the user can enter the Gross amount and the deduction being
done. The net amount is auto-calculated.

Section 5, the user can select the scheme and Major head from the drop-down
list. After selecting the user can enter the amount being used for that selected
scheme. Examples are shown in Figure 65 and 66.

The Add button in Section 6 adds the entered details by the user regarding the
Major Head and Scheme and adds them to the Bill.

Section 7 displays added schemes and shows details of the scheme code,
description, amount and the remaining balance

The back button as indicated by section 8 is used by the user in order to move
back to the previous page.

Section 9 lets the user select the type of payee between regular and registered.

10.Section 10 lets the user enter details regarding cheques. The user can enter

the serial no, the cheque no and the cheque date.

11.Section 11 lets the user select the payee from the list. An example is shown in

Figure 67. Once the payee is added, the payee is shown in the list below.

12.Section 12 lets the user enter the PAN no. of the payee. Once the payee is

added, the payee PAN no. is shown in the list below.

13. Section 13 lets the user enter the Bill no. of the payee. Once the payee is added,

the payee Bill no. is shown in the list below.

14.Section 14 lets the user enter the date of the bill. Once the payee is added, the

bill date is shown in the list below.



15. Section 15 lets the user enter the amount of the bill. Once the payee is added,
the bill amount is shown in the list below.

16.The Add button in section 16 lets the user add the entered details to add the
payee to the bill.

17.The Reset button in section 17 clears all the data entered by the user.

18.The submit button in Section 18 lets the user submit the bill for approval and
wait for authorization.

19.0n submitting the details, the user can then proceed in performing more
functions in the Bill Entry Module or they can change the module and perform
functions in the Fund Transfer, Maintenance Module or they can sign out from
their account.



2.3.3.2.2 Un-Distributed Budget

Department : 34 - Public Works  User : 203400500 - Thu,Feb 11,2021 DRAFT

Fund Transfer R ‘ Bill Entry V | Budget Estimate ‘ Maintenance NV ‘ Sign out ‘ On clicking this button the user
can access the budgeted section
2
Teegsuys. 20-shilongSouth 1| This section displays the current
DDO: 436 --E E P W D ROADS SHILLONG CENTRAL DIVISION Treasury and DDO details The user can select the scheme by
clicking on this dropdown
4
The user can select the Major Budgeted
Head by clicking on this dropdown
3 The user can select the detail head
by clicking on this dropdown
Major Head | [8009-State Provident Funds D — 5
scheme ' [998009011010100v7 -Temp Advance/Withdrawal v](—
Detail Head [97-G P F VK
April-2020 To March-2021
This section displays the Budget 6 Budget Bills Expenditure Balance ¢ 9 | This section displays the balance
for the Bill Entry 15000000.000 22 97010 14502990.000 for the Bill Entry
T Ts
This section displays the no of This section displays the v
bills for the Bill Entry expenditure for the Bill Entry

Copyright © 2013-2014.Site Designed and Developed by On clicking this button, the user For Regionwise Contact Please click on Helpdesk
National Informatics Center, Meghalaya can submit the details

Figure 68: Bill Entry Undistributed (Checker)

On selection of Undistributed Budget from the Bill Entry Section, the DDO Checker
Draft user will be presented with the page as shown in Figure 68.

1. In Section 1, the user is shown the current Treasury code and details and the
DDO code and details.

2. The Budgeted button lets the user access the Distributed Budget Section and
perform their functions there.

3. Insection 3, the user can select respective Major Head from the drop-down list.
4. In section 4, the user can select respective Scheme from the drop-down list.

5. In section 5, the user can select respective Object Head from the drop-down
list.

6. On selecting the respective options, the user will be displayed a table with
Sections 6, 7, 8 and 9. Section 6 displays to the user the Budget for that
combination of Major Head, Scheme and Object Head.

7. Section 7 displays to the user the number of bills for that combination of Major
Head, Scheme and Object Head

8. Section 8 displays to the user the Expenditure for that combination of Major
Head, Scheme and Object Head.

9. Section 9 displays to the user the Balance for that combination of Major Head,
Scheme and Object Head



10.0n click of the submit button, the user is moved to the Bill entry section with the
respective details that have been selected.



2.3.3.2.2.1 Bill Entry
2.3.3.2.2.1.1 Submit Bill to Treasury

Department : 34 - Public Works  User : 203400500 - Wed,Feb 10,2021 DRAFT

= - et Estimate W ‘ Maintenance v ‘ Sign out -
This section displays the current department, On clicking this button the user is
demand no, major head, scheme, object head, moved back to the previous page
Establishment/ Development, Charged/ voted Bill Entry for 2020-2021
N b
Department D34F71 - Chief Engineering Public Works Department Roads  Demand No. 56 Major Head 5054 - Capital Outlay On Roads And Bridges Back
-5054-03-337-02-00-V-3- i

Scheme Zz:dzs 03733 20200 Vd:=Retiodical Henewsll @ Existing Object 53-Major Works Committed/Scheme N/A Charged/Voted Voted
TAN No 0 No of Bills 0 Budget (Rs.) 1000000 Expenditure (Rs.) 0 Balance (Rs.) 1000000

Bill Details This section can enter the

q On selecting submit to Treasury, the user can select the Bill
gross amount, amount for

type and Bill category by clicking on the dropdown options

This section displays the TAN

deduction and net amount. x
Bill Submit Option @® submit Bill To Treasury O Issue Cheque no, number of bills, budget.
= expenditure and balance.
Bill Type [ Select Bill Type - v] Bill Category Reqular iv
- This section displays the
Gross Amt (Rs.) 0 Deduction (Rs.) 0 Net Amt (Rs.) 0 | scheme, its description,

amount and balance
On clicking this button the user can add

head. The user can also select the the details.

This section displays the major
scheme and enter the amount.

Major 6 Scheme Description Amount (Rs) Balance =0

Scheme [--Select Scheme-- v|  Amount

Figure 69: Bill Entry (Treasury) (1)

The user can select the type of The user can enter the serial no, cheque [0}
payee by clicking on these options no and cheque date in this section

@® Regular Payee Registered Payee | | Serial No. Cheque No g:i:f‘“ 10/02/2021 o | Net Amount balance = 0
Name Of Payee PAN NO. Bill No. Bill Date. Amount (Rs)
—-Select Payee - ] [ 10/02/2021 B m Reset
N
Name Of Payee PAN NO. Bill No. Bill Date Amount (Rs)
17
N ™ On clicking
1" 12 15 this button,
- - - the user can
This section displays the This section displays the This section displays the reset the
name of Payee. The user PAN no. The user can enterf lamount. The user can entel changes
can select the payee by the PAN no. in the white the amount in the white
clicking on the dropdown text box text box
13 14
This section displays the Bill no. This section displays the Bill date. e
The user can enter the Bill no. in The user can enter the Bill date in niclicking this bittorithe

user can add the payee

the white text box the white text box
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Figure 70: Bill Entry (Treasury) (2)

- Select Bill Type - v
- Select Bill Type - il
01 - Purchase Of Lands

02 - Purchase Of Buildings

03 - Major Works

04 - AcBill

05 - D.c. Bill Not Payable At Treas

06 - Gia To Zp,institute,govt Ofice

07 - Other Payments

08 - Other Expenses

Figure 71: Bill Type Drop Down

Regular
Advance

Grant in Aid

AC

Book Adjustment
Nil Bill

Figure 72: Bill Category Drop Down




-Select scheme- v
-Select scheme-

Others

Figure 73: Scheme Drop Down

~Selection of Major Head- <

| “Selection of Major Head-
0005—Central Goods And Service Tax (cgst)

0006--State Goods & Service Tax

0008-Integrated Goods And Service Tax (igst)
0020--Corporation Tax

0021-Taxes On Imcome Other Than Corporation Tax
0028--Other Taxes On Income And Expenditures
0029--Land Revenue

0030--Stamps And Registration Fees

0032--Taxes On Wealth

0035—Taxes On Inmovable Property Other Than Agricultural Land
0037--Custom

0038--Union Excise Duty

0039--Stat 0

0040--Taxes On Sales Trade Etc.
0041--Taxes On Vehides

0042--Taxes On Goods And Passengers
0043-Taxes And Duties On Electricity

0044--Service Tax

0045—Other Taxes And Duties On Commodities And Services

Figure 74: Major Head Drop Down

Select Name of party
Select Name of party

-New Payee-

Test no one

Figure 75: Payee Name Drop Down

On selection of a Bill from the Bill Entry Section, the DDO Checker Draft user will
be presented with the page as shown in Figure 69 and 70.

1.

In Section 1, the user is shown the current Department, Demand no, Major
Head, Scheme, Object Head, whether the bill is establishment or development.
(Committed — Establishment & Scheme — Development) and whether the bill is
charged or voted.

In section 2, the user is shown the TAN no, the no. of bills, the budget,
expenditure and the balance of the bill.

In section 3, the user can select the bill submission option. In this case the user
has selected Submit Bill to Treasury. This in turn will request the user to enter
the Bill type and the Bill category. Examples are shown in Figure 71 and 72.

In Section 4, the user can enter the Gross amount and the deduction being
done. The net amount is auto-calculated.

Section 5, the user can select the scheme and Major head from the drop-down
list. After selecting the user can enter the amount being used for that selected
scheme. Examples are shown in Figure 73 and 74.

The Add button in Section 6 adds the entered details by the user regarding the
Major Head and Scheme and adds them to the BiIll.

Section 7 displays added schemes and shows details of the scheme code,
description, amount and the remaining balance



8. The back button as indicated by section 8 is used by the user in order to move
back to the previous page.

9. Section 9 lets the user select the type of payee between regular and registered.

10.Section 10 lets the user enter details regarding cheques. The user can enter
the serial no, the cheque no and the cheque date.

11.Section 11 lets the user select the payee from the list. An example is shown in
Figure 75. Once the payee is added, the payee is shown in the list below.

12.Section 12 lets the user enter the PAN no. of the payee. Once the payee is
added, the payee PAN no. is shown in the list below.

13. Section 13 lets the user enter the Bill no. of the payee. Once the payee is added,
the payee Bill no. is shown in the list below.

14.Section 14 lets the user enter the date of the bill. Once the payee is added, the
bill date is shown in the list below.

15.Section 15 lets the user enter the amount of the bill. Once the payee is added,
the bill amount is shown in the list below.

16.The Add button in section 16 lets the user add the entered details to add the
payee to the bill.

17.The Reset button in section 17 clears all the data entered by the user.

18.The submit button in Section 18 lets the user submit the bill for approval and
wait for authorization.

19.0n submitting the details, the user can then proceed in performing more
functions in the Bill Entry Module or they can change the module and perform
functions in the Fund Transfer, Maintenance Module or they can sign out from
their account.



2.3.3.2.2.1.2 Issue Cheque

Department : 34 - Public Works User : 203400500 - Wed,Feb 10,2021 DRAFT

This section displays the current ‘ Budget Estimate ‘ Maintenance V| Sign out
department, demand no, major head, On clicking this button the user is
scheme, object head, Establishment/ moved back to the previous page
Development, Charged/ voted Bill Entry for 2020-2021
e L
Department D34F71 - Chief Engineering Public Works Department Roads ~ Demand No. 56 Major Head 5054 - Capital Outlay On Roads And Bridges Back
T -03-337-02-00-V-3--Peri f
Scheme Zzasdo:a 3270200 Ve Petiotical Renewal DR EXisting Object 53-Major Works Committed/Scheme N/A Charged/Voted Voted
ITAN No 0 No of Bills 0 Budget (Rs.) 1000000 Expenditure (Rs.) 0 Balance (Rs.) 1000000 l
A2

Bill Details
On selecting to issue a cheque,
3| the user can further select for
NEFT or Department Cheque

This section displays the TAN no,
number of bills, budget,
expenditure and balance.

This section the user can enter
the gross amount, amount for
O submit Bill To Treasury @ Issue Cheque deduction and net amount.

® NerT O Department Chegue. J 4

Gross Amt (Rs.) 10 Deduction (Rs.) 2 Net Amt (Rs.) 8 This section displays the
added scheme, its description,
amount and balance

Bill Submit Option

This section displays the major On dlicking this button the user can

head. The user can also select the
scheme and enter the amount. add theidetalls. 7
Major 6 Scheme Description Amount (Rs) Balance =2
Scheme |-Select scheme- v|  Amount

Figure 76: Bill Entry (Cheque) (1)

The user can select the type of The user can enter the serial no, cheque [10]
payee by clicking on these options no and cheque date in this section
@~RegularPayee | Registered Payee | | Serial No. Cheque No Cheaue | /02/2021 B | R AT HaloE <D
Name Of Payee PAN NO. Bill No. Bill Date. Amount (Rs)
Select Payee -] [ 10/02/2021 BB m Reset
Name Of Payee PAN NO. Bill No. Bill Date Amount (Rs)
17
J 3 on dicing
1 this button,
- . 12 15 the user can
This section displays the This section displays the This section displays the reset the
name of Payee. The user PAN no. The user can enterf 18 lamount. The user can entel changes
c;n_select the payee by the PAN no. in the white On clicking this button, thy the amount in the white
clicking on the dropdown text box user can submit the details text box
13 14
This section displays the Bill no. This section displays the Bill date. e
¢ 2 On clicking this button the
The user can enter the Bill no. in The user can enter the Bill date in user can add the payee ¥

the white text box the white text box

2014 Site Designed and Developed by For Regionwise Contact Please click on Hel

Copyright © 201
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Figure 77: Bill Entry (Cheque) (2)

elect schem
elect scheme-

Others

Figure 78: Scheme Drop Down

~Selection of Major Head- <

0005—-Central Goods And Service Tax (cgst)
0006-State Goods & Service Tax

0008-Integrated Goods And Service Tax (igst)
0020--Corporation Tax

0021--Taxes On Imcome Other Than Corporation Tax
0028--Other Taxes On Income And Expenditures
0029--Land Revenue

0030--Stamps And Registration Fees

0032--Taxes On Wealth

0035-Taxes On Inmovable Property Other Than Agricultural Land
0037--Custom

0038--Union Excise Duty

0039-State Exice

0040-Taxes On Sales Trade Etc.

0041--Taxes On Vehides

0042--Taxes On Goods And Passengers

0043-Taxes And Duties On Electricity

0044—Service Tax

0045—-Other Taxes And Duties On Commodities And Services v

Figure 79: Major Head Drop Down

Select Name of party v

Select Name of party

-New Payee-

Test no one

Figure 80: Payee Name Drop Down




On selection of a Bill from the Bill Entry Section, the DDO Checker Draft user will
be presented with the page as shown in Figure 76 and 77.

1.

9.

In Section 1, the user is shown the current Department, Demand no, Major
Head, Scheme, Object Head, whether the bill is establishment or development.
(Committed — Establishment & Scheme — Development) and whether the bill is
charged or voted.

In section 2, the user is shown the TAN no, the no. of bills, the budget,
expenditure and the balance of the bill.

In section 3, the user can select the bill submission option. In this case the user
has selected Issue Cheque. This in turn will request the user to select whether
the Cheque is NEFT or Department Cheque.

In Section 4, the user can enter the Gross amount and the deduction being
done. The net amount is auto-calculated.

Section 5, the user can select the scheme and Major head from the drop-down
list. After selecting the user can enter the amount being used for that selected
scheme. Examples are shown in Figure 78 and 79.

The Add button in Section 6 adds the entered details by the user regarding the
Major Head and Scheme and adds them to the Bill.

Section 7 displays added schemes and shows details of the scheme code,
description, amount and the remaining balance

The back button as indicated by section 8 is used by the user in order to move
back to the previous page.

Section 9 lets the user select the type of payee between regular and registered.

10.Section 10 lets the user enter details regarding cheques. The user can enter

the serial no, the cheque no and the cheque date.

11.Section 11 lets the user select the payee from the list. An example is shown in

Figure 80. Once the payee is added, the payee is shown in the list below.

12.Section 12 lets the user enter the PAN no. of the payee. Once the payee is

added, the payee PAN no. is shown in the list below.

13. Section 13 lets the user enter the Bill no. of the payee. Once the payee is added,

the payee Bill no. is shown in the list below.

14.Section 14 lets the user enter the date of the bill. Once the payee is added, the

bill date is shown in the list below.



15. Section 15 lets the user enter the amount of the bill. Once the payee is added,
the bill amount is shown in the list below.

16.The Add button in section 16 lets the user add the entered details to add the
payee to the bill.

17.The Reset button in section 17 clears all the data entered by the user.

18.The submit button in Section 18 lets the user submit the bill for approval and
wait for authorization.

19.0n submitting the details, the user can then proceed in performing more
functions in the Bill Entry Module or they can change the module and perform
functions in the Fund Transfer, Maintenance Module or they can sign out from
their account.



2.3.3.2.3 Authorisation Report

User : 104000100 -

On click of this button,
it takes the user back
to the Bill Entry Section

Department : 40 - Soil And Water Conservation Thu,Feb 11,2021 DRAFT

This section displays the
respective Object Head

This section displays the
respective Major Head
of the corresponding

This section displays the
respective Authorization v
Number of the corresponding
bills that were made

This section displays the
date the corresponding 4

of the correspondin
bills were made P! g

bills that were made bills that were made

This section displays the

respective Grant Number This section displays

the respective Scheme
of the corresponding

This section displays the
time the corresponding
bills were made

of the corresponding bills
that were made

of the corresponding
bills that were made

bills that were made

Your Last| Fi;l.le Bills Are

Date Time AUTH.NO GrantNO MajorHead Scheme DetailHead Amount|
09-02-2021 18:29:37.806541 10098171927418291036 45 2402 24020007 13 1000 Print
06-02-2021 19:11:23.079073 10001471627419111019 45 2402 24020007 13 1000} Print
06-02-2021 17:13:45.244478 28401627411471038 45 2402 24020007 13 1000} Print
04-02-2021 20:26:50.382646 10094441427420261047 45 2402 24020007 13 1000} Print
03-02-2021 18:41:32.86039 38161327418411031 45 2402 24020007 13 100] Print

On click of this button, the g T

More ills| ,

On click of this button, the user 10
will be displayed more bills sk
that are allocated to this user

1009817 18291036

19274 1

user will be displayed the auth
report of the corresponding bill

ed and Developed by For Re

Figure 81: Authorisation Report

Expenditure
Authorisation Slip For Year 2020 2021
Valid Upto 18/02/2021

'Authorisation No.[10098171927418291036 Date 09/02/2021
Transaction No. [99
Token No.
DIRECTOR OF SOIL AND
DDO Code 104000100 Designation WATER CONSERVATION,
SHILLONG
TAN No 0

45-2402-00-001-01-00-V-1
13 / Office Expenses
03/UNIFORMS

Scheme Code / Directorate of Soil Conservation
Object Head

Bill Type

Messanger Signature

|CONSERVATION. SHILLONG

Gross Amount __ [1000 Yearly Grant 50000
. Total expenditure
Deduction 0 s lidine des bl 28100
Net Amount 1000 Balance Grant _ [21900
Payee's Details
DDO Soil And }
Water ALTANABAD [Bacbesit.  boooooodise! (1000
Conservation shes
Total 1000
ESignature
'DIRECTOR OF SOIL AND WATER

Figure 82: Authorisation Report Draft

Drawing & Disbursing Officer




On selection of Authorisation Report from the Bill Entry Section, the DDO Draft
user will be presented with the page as shown in Figure 81.

1.

In Section 1, the user is shown the date the corresponding bills were made.

In Section 2, the user is shown the exact time the corresponding bills were
made.

In Section 3, the user is shown the authorisation number of the corresponding
bills.

In Section 4, the user is shown the Grant number of the corresponding bills.

In Section 5, the user is shown the respective Major Head of the corresponding
bills.

In Section 6, the user is shown the respective Scheme of the corresponding
bills.

In Section 7, the user is shown the respective Object Head of the corresponding
bills.

In Section 8, the user is shown the respective amount of the corresponding bills.

The print button as indicated by Section 9 is used to print the authorisation
report of the corresponding bill. An example is shown in Figure 82.

10.The More Bills button as indicated by Section 10 is used to display more bills in

order to generate the authorisation report for older bills

11.The Bill Entry button as indicated by Section 11 is used to move back to the Bill

Entry Section.

12.When the user has printed the bill, the user can then proceed in performing

more functions in the Bill Entry Module or they can change the module and
perform functions in the Fund Transfer, Maintenance Module or they can sign
out from their account.



2.3.3.2.4 Delete Bill
2.3.3.2.4.1 Selection of Bill to Delete

Department : 10 - Finance (Establishment)  User : 201000002 -  Thu' v 5 on clicking this button,
This section displays the Transaction no the user can view the On clicking this button,
for bill deletion. The user can click on the deposit bills to delete the user can view the
Fund Transfer v ‘ Bill Entry v ‘ Budget Estimate v ‘ Maintenance transaction no to view further details proposed bill to delete
3
A
DELETION OF BILL n On clicking this button, 5
On clicking this the user can view the
button, the user can NPDC bills to delete
. e view the CF bills to
Treasury: --Shillong South 1 This section displays the current delete 4
Treasury and DDO details
DDO: 201000002 -- Director Of Local Fund Audit 2
This section displays ~ This section displays E T ————
thegrantnumber theMajorheadsfor g Tnissectiondisplaysthe 10 1715 =ection doplays (he L
for bill deletion bill deletion ccherne for bill deletion object dzsclﬂglloﬂ for bill | CF Bills | | Deposit Bills I | NPDC Bills I | Proposed Bill Delete
eletion
N $7 J L
Grant No MajorHead Scheme Object Object Description Transaction No. Gross Amount Deduction Net Month
15 2054 20540006 13 Office Expenses 219 1000 0 1000 1
15 2054 20540006 13 Office Expenses 220 1000 0 1000 1
15 2054 20540006 13 Office Expenses 221 1000 0 1000 1
15 2054 20540006 13 Office Expenses 222 1000 0 1000 1
15 2054 20540006 13 Office Expenses 223 1000 0 1000 1
15 2054 20540006 13 Office Expenses 224 1000 0 1000 1
15 2054 20540006 13 Office Expenses 225 1000 0 1000 3 6
15 2054 20540006 13 Office Expenses 226 1000 0 1000 1
15 2054 20540006 13 Office Expenses 227 1000 0 1000 1 v

This section displays This section displays the gross amount
Copyright © 2013-2014.Site the object heads E

This section displays This section displays
the net amount for the respective transaction
Figure 83: Select Bill to Delete

National Informatics Center, M

On selection of the Bill Entry option, a drop-down menu as in Figure 5 will be shown
and when the user selects the Delete option, the DDO Draft user will be presented
with the page as shown in Figure 83.

1. In Section 1, the user is shown the current Treasury code and details and the
DDO code and details.

2. The CF Bills button in Section 2 lets the user access the CF Bills and they will
be displayed accordingly and the user can delete the corresponding bills.

3. The Deposit Bills button in Section 3 lets the user access the Deposit Bills and
they will be displayed accordingly and the user can delete the corresponding
bills.

4. The NPDC Bills button in Section 4 lets the user access the NPDC Bills and
they will be displayed accordingly and the user can delete the corresponding
bills.

5. The Proposed Bill Delete button in Section 5 lets the user access the Proposed
Bills and they will be displayed accordingly and the user can delete the
corresponding bills.

6. Section 6 displays the respective Grant number of the bill entries that have been
done.

7. Section 7 displays the respective Major Head of the bill entries that have been
done.



8. Section 8 displays the respective scheme code of the bill entries that have been
done.

9. Section 9 displays the respective Object Head code of the bill entries that have
been done.

10.Section 10 displays the respective Object Head description of the bill entries
that have been done

11.Section 11 displays the Transaction no. for the combination of Grant no, Major
Head, scheme and object head of the bill entries that have been done. The user
can select the respective Transaction no. to progress to the Bill deletion screen
in order to delete the Bill

12.Section 12 displays the Gross Amount for the combination of Grant no, Major
Head, scheme and object head of the bill entries that have been done.

13.Section 13 displays the Deduction for the combination of Grant no, Major Head,
scheme and object head of the bill entries that have been done.

14.Section 14 displays the Net Amount for the combination of Grant no, Major
Head, scheme and object head of the bill entries that have been done.

15. Section 15 displays the Month the transaction was done for the combination of
Grant no, Major Head, scheme and object head of the bill entries that have
been done.

16.0n selection of a Bill, the user can proceed to perform the functions of the Bill
Deletion Process.



2.3.3.2.4.2 Bill Deletion

Department : 10 - Finance (Establishment) User : 201000002 - Thu,Feb 11,2021 DRAFT This section displays the gross amount,
deduction and net amount for the respective
grant no, scheme and object head

Fund Transfer This section displays the department, ¢ | Maintenance V| Sign out
ﬂn;r;]cial yearavggjor hsad,d%ram”no. On clicking this button, the user willbe
cheme and Object Head details Details of Bill for Deleting moved back to the previous page

\L1 1"

Department: 10 Budget From:  2020-2021 Majorhead : 2054
2
Grant No Scheme Object Gross (Rs.) Deduction(Rs.) Net(Rs.)
15 20540006--Up Gradation And Improvement Of Computer Networks In Treasuries 13 - Office Expenses 1000 0 1000

This section displays the schemeand 3

the amount for the respective scheme j Deduction Details

Scheme Amount
Total Amount = of

Net Amount Details

Name Of Party Branch Code Bank Code Account No. I Amount

Wanbiang Null Null Null 1000]

Total Net Amount = 1000
L T L [} T

This section displays the This section displays Delete Cancel This section displays This section displays
name of the party the branch code — -EE the bank code the account number
Copyright © 2013-2014.Site Designed and Developed by =

National Informatics Center, Meghalaya On clicking this button, the On clicking this button, the user will

This section displays
the amount

For Regionwise Contact Pleas

user can delete the bill be moved back to the previous page

Figure 84: Bill Deletion

On selection of the respective bill, the DDO Draft user will be presented with the
page as shown in Figure 84.

1. In Section 1, the user is shown the Bill's Department, when the budget was for,
the major head, the grant no, the scheme and the object head.

2. In section 2, the user is shown the gross amount, the deduction and the net
amount of the corresponding bill.

3. Section 3 displays the respective scheme of the bill and the deduction details
that were done by the scheme.

4. Section 4 displays the name of the party that created the bill.

5. Section 5 displays the Bank Branch code of the party that created the bill.

6. Section 6 displays the Bank code of the party that created the bill.

7. Section 7 displays the Account Number of the party that created the bill.

8. Section 8 displays the amount and the total net amount of the bill.

9. The Delete button as indicated by Section 9 is used for the deletion of the bill.

10.The cancel button as indicated by Section 10 is used to cancel the deletion and
go back to the previous page.

11.The back button as indicated by section 11 is used by the user in order to move
back to the previous page.



12.When the user has deleted the bill or cancelled their choice, the user can then
proceed in performing more functions in the Bill Entry Module or they can
change the module and perform functions in the Fund Transfer, Maintenance
Module or they can sign out from their account.



2.3.4 Maintenance Module
2.3.4.1 Change Password

Fund Transfer

N

Department : 10 - Finance (Establishment) User : 201000002 - Thu,Jan 28,2021 DRAFT

v | Bill Entry v | Budget Estimate v | Maintenance | Sign out

Change Password

User: 201000002 Dept: Finance (establishment) Role: DDO

od and Developed by For Regionwise Contact Please click on Helpdesk

Figure 85: Change Password

On selection of the Maintenance option, a drop-down menu as in Figure 6 will be
shown and when the user selects the Change Password option, the DDO Draft user
will be presented with the page as shown in Figure 85.

1.

In Section 1, the user is shown the current login details which are the user
name, the department name and number and the role of the respective user.

The text box indicated by Section 2 is where the user enters their current
password. The password they are using to log into the account. This is done as
a means of checking whether the authorised person is using trying to change
to password or not.

The text box indicated by Section 3 is where the user enters their new
password. This is the password the user will be using after the change is
successful. As mentioned, the password should be not less than 6 characters
and have a maximum of 15 characters.

In Section 4, the user should re-enter the password that they entered in Section
3. This is done as a means to confirm the change and to also verify that there
are no mistakes that might occur.

The Save button in Section 5 is used to commit the changes and store the
updated password to the system. Once this is done, the old password will not
be used anymore and the new password will be used.

The Reset button in Section 6 is used to clear the all the data in the text boxes
that has been entered by the user.




2.3.4.2 Cheque Master
2.3.4.2.1 Cheque Master Entry

Department : 34 - Public Works User : 203400500 - Tue,Feb 16,2021 DRAFT

The user cify whether the

Fund Transfer v ‘ Bill Entry v Cheque OC or Non - LOC

Budget Estimate 2 ‘ Maintenance V| Sign out

Cheque Book Entry e user can e r edit the
Number here

Cheque Book NoJ|Start Cheque No. ||End Cheque No. Enter New Records The user can enters or edit the
1001 10101 10150 Cheque For respective Starting Cheque Number here
1002 10151 10200 Cheque Book No.

2004 10201 10250]  start Cheque No. |1°151 |I< i The user can enters or edit the respective
1004 10251 10300 End Cheque No. @ End of the Cheque Number here
1005 10251 10300

I@Yes [6) Ncl’

Current Chq No.

8] The user can specify whether it

100201 is a current Cheque Book or not

Is It Current Chq Book.

This section displays the

This section displays the existing corresponding End of | View Draft | | Reset | | Cancel |

Cheque Book no. The user can select the Cheque Number
the corresponding cheque book to edit

If it is a current Cheque
Book, the user can specify
the current cheque number

On clicking the View Draft button,
r will be taken to the draft
section with the entered details

Copyright © 2013-2014.Site Designed and Developed by g SENWILEDG A e removed and the USer , coniact Please click on Helpdesk
National Informatics Center, Meghalaya S ack to the previous page

Figure 86: Cheqgue Master

On selection of the Maintenance option, a drop-down menu as in Figure 6 will be
shown and when the user selects the Cheque Master option, the DDO Draft user will
be presented with the page as shown in Figure 86.

1. In Section 1, the list displays the existing Cheque Book currently on the system.
The user can select the Cheque Book in order to edit that one particular Cheque
Book.

2. In Section 2, the corresponding Start Cheque number is displayed to the user.

3. In Section 3, the corresponding End Cheque number is displayed to the user.

4. In Section 4, the user can specify whether the cheque is for LOC or Non-LOC.

5. In Section 5, the user can enter a new Cheque Book no. or edit an existing
Cheque Book no.

6. In Section 6, the user can enter a new Start Cheque number or edit an existing
Start Cheque number.

7. In Section 7, the user can enter a new End Cheque number or edit an existing
End Cheque number.

8. In Section 8, the user can specify whether the cheque is current cheque book
or not.

9. If it is a current cheque book then in Section 9, the user can enter a current
Cheque number or edit an existing current Cheque number.



10.The View Draft button as indicated by Section 10 on click will produce a draft
of the entered or edited details that have been entered by the user.

10.The Reset button as indicated by Section 11 is used by the user to reset and
clear all changes that have been made by the user.

11.The Cancel button as indicated by Section 12 is used by the user to cancel
any changes that have been made by the user and go back to the previous

page



2.3.4.2.2 Cheque Master Draft

Department : 34 - Public Works User : 203400500 - Tue,Feb 16,2021 DRAFT N
On click of the Back button,
‘ the the user is moved back

This section displays the
corresponding Treasury and
the DDO code and description

to the previous page

Fund Transfej Budget Estimate i ‘ Maintenance V| Sign out

i Cheque Book Entry
Treasury: 127420-Shillong South DDO:  436-E E P W D ROADS SHILLONG CENTRAL DIVISION |
Cheque Book No Start Cheque No End Cheque No LOC TYPE
1002 10151 10200 LOC

This section displays the

corresponding Cheque Book
no, Start Cheque no, End
Cheque no and the type of LOC

On click of the Save button, On click of the Return button, the
the changes made by the changes made by the user will

user will be committed and not be committed and the user is
saved to the system moved back to the previous page

Figure 87: Cheque Master Draft

On entering the respective details and on selection of the View Draft button, the
DDO Draft user will be presented with the page as shown in Figure 87.

1. In Section 1, the corresponding Treasury code and description and the DDO
code and description is shown to the user.

2. In Section 2, the corresponding Cheque Book Number, Start Cheque number,
End Cheque number and the type of LOC is shown to the user is displayed to
the user.

3. The Save button as indicated by Section 3 is used by the user to save and
commit the changes that have been made for the Cheque Master. These
changes will be reflected and stored in the system.

4. The Return button as indicated by Section 4 is used by the user to go back to
the previous page. No changes will be committed nor stored to the system.

5. The back button as indicated by section 5 is used by the user in order to move
back to the previous page.

6. On saving the details, the user can then proceed in performing more functions
in the Fund Transfer Module or they can change the module and perform
functions in the Estimate, Maintenance Module or they can sign out from their
account.



2.3.4.3 Modify Payee

Department : 34 - Public Works User : 203400500 -

Fund Transfer M ‘ Bill Entry 2 ‘ Budget Estimate
List Of Payee's
Select
Al Ol Payee Names

[J_||Test No One

2

This section displays the
list of names of payees

1

The user can select the Payees here by
clicking on the checkboxes next to the
names of Payees. They can also click on
the checkbox on top to select all names.

ey uend Developed by

nter, Meg ya

Figure 90:

Thu,Feb 11,2021 DRAFT

V| Maintenance

V| Sign out

Payee's Details

The user can select the name of
Branch from this dropdown

Payee Name

Bank Name Select Bank Name

Branch Name Select Branch Name

Account Number

PAN Number

Add New Payee ” Edit Details || Save H Delete Payee

To Update Payee's Bank ,Branch Details

-->First Click On Payee Name From Ust -—-> Click On Bufton "Edit Detj

Help:- -->Then Select Bank Name, Branch Name And Fill Detalls.

-->If You Dont Want To Select Bank-Jranch Details , Cligk On Button *

-->Click On Button "Save". 8

On clicking this button the
user can add a new payee

9

The user can select the name of
Bank from this dropdown s
4
The user can enter the name
of Payee here
3
pi
<
74
The user can enter
the PAN number
here
ils" 6

The user can enter
the account
number here

ake Bank-Branch Optional'.
11

On clicking this button the
user can delete the details

of the payee
10 pay o

On clicking this button the
user can edit details of the
payee

Figure 88: Modify Payee

STATE BANK OF INDIA v
| canara san A
CENTRAL BANK OF INDIA

CO-OPERATIVE URBAN BANK LTD

CORPORATION BANK

DENA BANK

FEDERAL BANK

HDFC

1CICI BANK

IDBI BANK

INDIAN BANK

INDIAN OVERSEAS BANK

KOTAK MAHINDRA BANK

MEGH CO-OP APEX BANK LTD

MEGH, RURAL BANK

ORIENTAL BANK OF COMMERCE (OBC)

PUNJAB AND SIND BANK

PUNJAB NATIONAL BANK

SOUTH INDIAN BANK (SIB)

STATE BANK OF HYDERABAD

STATE BANK OF INDIA v

Figure 89: Bank Drop-Down

lect--- L
ADB GOPALGAN]
ADMINISTRATIVE OFFICE, SHILLONG
ADOKGIRI
AMLAREM
AMPATT
ASSAM MEDICAL COLLAGE DIBRUGARH
BAGHMARA
BAJENGDOBA
BAMUNIMAIDAN NEW GUWAHATT
BARAPANI
BARENGAPARA
BARPETA
v
BAWNGKAWN
BETASING
BHOIRYMBONG

Branch Drop-Down

On clicking this button the
user can save the details

atact Please click on Helpdesk
of the payee




On selection of the Maintenance option, a drop-down menu as in Figure 6 will be
shown and when the user selects the Modify Payee option, the DDO Draft user will be
presented with the page as shown in Figure 88.

1.

In Section 1, the user can select the payees which need to be edited. The
checkboxes allow the user to select single or multiple users.

In Section 2, the list displays the existing payees currently on the system. The
user can select the payee in order to edit that one particular payee.

In Section 3, the user can enter a new payee’s name or edit an existing payee’s
name.

In Section 4, the user can select a new payee’s bank name or edit an existing
payee’s bank name. An example is shown in Figure 89.

In Section 5, the user can select a new payee’s branch name or edit an existing
payee’s branch name. An example is shown in Figure 90.

In Section 6, the user can enter a new payee’s account number or edit an
existing payee’s account number.

. In Section 7, the user can enter a new payee’s PAN number or edit an existing

payee’s account number

The Add new Payee button as indicated by Section 8 is used by the user when
adding a new payee to the system.

The Edit Details button as indicated by Section 9 is used by the user when
editing an existing payee’s details to save the changes that have been made.

10.The Save button as indicated by Section 10 is used by the user when creating

a new payee or editing an existing payee and to save the details that have been
entered.

11.The Delete Payee button as indicated by Section 11 is used by the user when

deleting an existing payee’s details and commit the deletion.

12.0n saving the details, the user can then proceed in performing more functions

in the Fund Transfer Module or they can change the module and perform
functions in the Estimate, Maintenance Module or they can sign out from their
account.



2.3.4.4 Add Payee Proposal (Without PAN)

Copyright © 2013-2014.Site Designed and Developed by
al Informatics Center, Meghalaya

Nat

Department : 34 - Public Works User : 203400500 - Wed,Feb 10,2021 DRAFT
The user can select the name
Fund Transfer 2 ‘ Bill Entry M. ‘ Budget Estimate M ‘ Maintenance % ‘ Sign out ‘ of Bank from this dropdown
4 ~
Payee's Details The user can enter the
name of Payee here
List Of Payee's 3
Select Payee Name I
0 Payee Names
Al Bank Name [STATE BANK OF TNDIA —
O ||Test No One Branch Name [ACE BUOY NAGAR Né————
Account Number I
Tz 6
This section displays | l I I The user can enter the
th:x‘i':it‘iﬁf naameeessof I Update | Save Delete Payee Stchtntnumber Hare
2 pay To Update Payee's Bank ,Branch Detaflp N 5
1 -->First Click On Payee Name From List {-> Click On Button |Edit Details" THe 56T can celac e Tame
The user can select the Payees Help:- -->Then Select Bank Name, Branch Nante And Fill Details. } .. |of Branch from this dropdown
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Figure 91: Add Payee Proposal

STATE BANK OF INDIA

CANARA BANK

CENTRAL BANK OF INDIA
CO-OPERATIVE URBAN BANK LTD
CCORPORATION BANK

DENA BANK
FEDERAL BANK

HDFC
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IDBI BANK

INDIAN BANK

INDIAN OVERSEAS BANK

KOTAK MAHINDRA BANK

MEGH CO-OP APEX BANK LTD

MEGH. RURAL BANK

ORIENTAL BANK OF COMMERCE (0BC)
PUNJAB AND SIND BANK

PUNJAB NATIONAL BANK

SOUTH INDIAN BANK (SIB)

STATE BANK OF HYDERABAD

STATE BANK OF INDIA

Figure 92:

lect:
ACB BOY NAGAR

Bank Drop-Down

ADB GOPALGANI

ADMINISTRATIVE OFFICE, SHILLONG
ADOKGIRI

AGARTALA

AMLAREM

AMPATT

ASSAM MEDICAL COLLAGE DIBRUGARH
BAGHMARA

BAJENGDOBA

BAMUNIMAIDAN NEW GUWAHATI
BARAPANI

BARENGAPARA

BARPETA

BARPETA BAZAR

BAWNGKAWN

BETASING

BHOIRYMBONG

BISHNUPUR

Figure 93:

Branch Drop-Down




On selection of the Maintenance option, a drop-down menu as in Figure 6 will be
shown and when the user selects the Add Payee Proposal (Without PAN) option, the
DDO Draft user will be presented with the page as shown in Figure 91.

1.

In Section 1, the user can select the payees which need to be edited. The
checkboxes allow the user to select single or multiple users.

In Section 2, the list displays the existing payees currently on the system. The
user can select the payee in order to edit that one particular payee.

In Section 3, the user can enter a new payee’s name or edit an existing payee’s
name.

In Section 4, the user can select a new payee’s bank name or edit an existing
payee’s bank name. An example is shown in Figure 92.

In Section 5, the user can select a new payee’s branch name or edit an existing
payee’s branch name. An example is shown in Figure 93.

In Section 6, the user can enter a new payee’s account number or edit an
existing payee’s account number.

. The update button as indicated by Section 7 is used by the user when editing

an existing payee’s details to save the changes that have been made.

The Save button as indicated by Section 8 is used by the user when creating a
new payee and to save the details that have been entered.

The Delete Payee button as indicated by Section 9 is used by the user when
deleting an existing payee’s details and commit the deletion.

10.0n saving the details, the user can then proceed in performing more functions

in the Fund Transfer Module or they can change the module and perform
functions in the Estimate, Maintenance Module or they can sign out from their
account.



2.3.4.5 Check Balance

Department : 10 - Finance (Establishment) User : 201000002 - Thu,Feb 11,2021 DRAFT This section shows
Fund Transfer V| Bill Entry V| Budget Estimate | Maintenance V| Sign out ‘ This section shows the Distributed
1 i
This section displays
the user id, Scheme
and object head
selected by the user
last edited
User : 201000002 Director of Local Fund Audit
Scheme : ‘ 15-2054-00-097-03-00-V-1 -Up gradation and improvement of Computer N v Detail Head | 13-Office Expenses v
On click of this bguon, the user can view This section shows the Received Allocation of this particular user under 3] (Amount in|[Thousands)
(Final) any remarks left by the Admin Final User the specified Scheme and Object Head throughout the Financial Year
inal
Received Remark |April May June July August  September October November December January  February March Total Date & Time
01/04/2021-06:2Y
Allocation R® 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 40.000 0.000 0.000 40.00 / /PM
Received Total 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 40.000 0.000 0.000 40.000 =
Distributed Remark April May June July August October D January February March Total Date
Distributed Total 0 0 0 0 0 0 0 0 0 0 0 0 0 =
ol April May June July August September  October  November December  January February March Total
alance
0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 40.000 0.000 0.000 40.000
( Draft ) Thi 5
Received April May June July August October December  January February March Total dis';z;‘;t;l:‘g
Received Total 0 0 0 0 0 0 0 0 0 0 0 [ 0 received and
Distributed April May June July August p October December  January February March Total distributed fuqu
Distributed Total 0 0 0 0 0 0 0 0 0 0 0 0 0 from the Admin
- Draft User
Final ) throughout the
April May June July August October January February March Total Financial Year
Expenditure
0 [} 0 0 0 0 0 0 0 16.100 0 o 16.100
Draft)
April May June July August p October December  January February March Total
Expenditure
0 0 0 0 0 0 0 0 0 0 0 0 0
April May June July August October D January February March Total
Working Balance
0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000 23.900 0.000 0.000 23.900
ol
S This section displays the Working This section displays the Expenditure

Balance For the DDO User from the Department Draft and Final

Copyright © 2013-2014.Site Designed ant  throughout the Financial Year ForRe  User throughout the Financial Year
National Informatics Center, Meghalaya

Figure 95: Check Balance (2)

On selection of the Maintenance option, a drop-down menu as in Figure 6 will be
shown and when the user selects the Check Balance option, the DDO Draft user will
be presented with the page as shown in Figure 94 and 95.

1. Section 1 displays to the user the respective details of the user that was
entered. It also contains a drop-down list in which the user will be shown the
various schemes that is applicable for the entered user. The user will have to
select the respective scheme. Another drop-down list is found in which the
user will have to specify the object head. The respective object heads which
are applicable to the entered user and the scheme selected will be presentin
the list.

2. Section 2 contains the remark button. This button when clicked can be used
by the DDO Draft user to view the remark for the particular action.

3. In Section 3, it displays the Allocation amount that the user has received from
the Admin Final User. It shows the monthly release over the Financial Year. It
also displays the total received amount at the end.



In Section 4, it displays the last date and time that changes were made to the
Allocation.

In Section 5, it displays the distributed amount that the user has been
distributed from the Admin Final User. It shows the monthly distribution over
the Financial Year. It also displays the total distributed amount at the end.

. Section 6 displays the total balance after the funds for the user has been
received and distributed by the Admin Final User.

In Section 7, it displays the funds that the user has received and been
distributed from the Admin Draft User. It shows the total received monthly
funds over the Financial Year.

In Section 8, it displays the funds used as expenditure for the user from the
Field Department Draft and Final User. It shows the monthly distribution over
the Financial Year.

. Section 9 shows the total working balance that the user has throughout the
months of the Financial Year.

10.0n saving the details, the user can then proceed in performing more functions

in the Fund Transfer Module or they can change the module and perform
functions in the Estimate, Maintenance Module or they can sign out from their
account.



2.3.5 Show Balance
2.3.5.1 Demand Number Balance

ount in Thousands

Allocated Change Cashflow Reappropriation Surrender Withdrawal
Grant

Demand No B N ) Draft Final N Expenditure Balance Percentage
Received Draft  Final Draft Final @ 6w n Draft Final Draft Final
+] - + -

15 459.01 0 0 0 133.310) C 0 C 0 0 1.000 0 0f 257.189 200.811 56.03%

Figure 96: Show Balance (1)

On selection of the Show Balance option on several modules, the DDO Draft
user will be presented with the page as shown in Figure 96.

1. Section 1 displays to the user various demands that are mapped to this
particular user and department. The user can select the demand number to
preview more in-depth details of the balance

2. Section 2 displays the Grant received by the user under this demand no.

3. Section 3is divided into two separate columns. This section as a whole displays
the allocation amount that has been proposed to the respective user and
demand no.

a. In the first column, the user is displayed with information regarding the
allocation in the draft phase.

b. In the second column, the user is displayed with information regarding
allocation in the final phase.

4. Section 4 is divided into two separate columns. This section as a whole displays
the Change Cash Flow amount that has been proposed to the respective user
and demand no.

a. In the first column, the user is displayed with information regarding the
Change Cash Flow in the draft phase.

b. In the second column, the user is displayed with information regarding
Change Cash Flow in the final phase.



5. Section 5 is divided into two separate columns. This section as a whole displays

8.

9.

the Reappropriation amount that has been proposed to the respective user and

demand no.

a.

In the first column, it is further divided into two columns to display the
positive and negative reappropriation amounts. The user is displayed
with information regarding the Reappropriation in the draft phase.

In the second column, it is further divided into two columns to display the
positive and negative reappropriation amounts. The user is displayed
with information regarding Reappropriation in the final phase.

Section 6 is divided into two separate columns. This section as a whole displays
the Surrender amount that has been proposed to the respective user and
demand no.

a.

b.

In the first column, the user is displayed with information regarding the
Surrender in the draft phase.
In the second column, the user is displayed with information regarding
Surrender in the final phase.

Section 7 is divided into two separate columns. This section as a whole displays
the Withdrawal amount that has been proposed to the respective user and
demand no.

a.

b.

In the first column, the user is displayed with information regarding the
Withdrawal in the draft phase.
In the second column, the user is displayed with information regarding
Withdrawal in the final phase.

Section 8 displays the Expenditure done by the user under this demand no.

Section 9 displays the Balance of the user under this demand no.

10. Section 10 displays the Expenditure percentage is calculated from the Grant
received and the expenditure done by the user under this demand no.

11.If the user wants to view more in-depth information regarding the balance then
they can select the respective demand no. and proceed further.



2.3.5.2 Major Head Balance

Balance of 201000002 for 2020-2021 ™
y St

2054-TREASURY AND ACCOUNTS
ADMINISTRATION

Allocated Withdrawal

a
Major Head Grant Received Draft Final Expenditure Balance Percentage
Draft  Final || Draft Final Draft  Final || Draft  Final

453.000 0 0| 0 133.31 ) 0 0 0 1.000| 0 0| 257.189 200.811 56.032

Figure 97: Show Balance (2)

On selection of the demand number, the DDO Draft user will be presented with

the page as shown in Figure 97.

1.

In Section 1, the user is shown the demand number that has been selected.
The user can use this as a reference to check if they are currently performing
functions on the correct demand number or not.

Section 2 displays to the user the Major Head that are mapped to this
particular user and Demand no. The user can select the Major Head to
preview more in-depth details of the balance

Section 3 displays the Grant received by the user under this demand number
and Major Head.

Section 4 is divided into two separate columns. This section as a whole displays
the allocation amount that has been proposed to the respective user, demand
no and Major Head

a. In the first column, the user is displayed with information regarding the
allocation in the draft phase.

b. In the second column, the user is displayed with information regarding
allocation in the final phase.

Section 5 is divided into two separate columns. This section as a whole displays
the Change Cash Flow amount that has been proposed to the respective user,
demand no and Major Head.

a. In the first column, the user is displayed with information regarding the
Change Cash Flow in the draft phase.

b. In the second column, the user is displayed with information regarding
Change Cash Flow in the final phase.



6. Section 6 is divided into two separate columns. This section as a whole displays
the Reappropriation amount that has been proposed to the respective user,
demand no and Major Head.

a.

In the first column, it is further divided into two columns to display the
positive and negative reappropriation amounts. The user is displayed
with information regarding the Reappropriation in the draft phase.

In the second column, it is further divided into two columns to display the
positive and negative reappropriation amounts. The user is displayed
with information regarding Reappropriation in the final phase.

7. Section 7 is divided into two separate columns. This section as a whole displays
the Surrender amount that has been proposed to the respective user, demand
no. and Major Head

a.

b.

In the first column, the user is displayed with information regarding the
Surrender in the draft phase.
In the second column, the user is displayed with information regarding
Surrender in the final phase.

8. Section 8 is divided into two separate columns. This section as a whole displays
the Withdrawal amount that has been proposed to the respective user, demand
no. and Major Head

a.

b.

In the first column, the user is displayed with information regarding the
Withdrawal in the draft phase.
In the second column, the user is displayed with information regarding
Withdrawal in the final phase.

9. Section 8 displays the Expenditure done by the user under this demand
number and Major Head.

10. Section 9 displays the Balance of the user under this demand number and
Major Head.

11.Section 10 displays the Expenditure percentage is calculated from the Grant
received and the expenditure done by the user under this demand number
and Major Head.

12.1f the user wants to view more in-depth information regarding the balance then
they can select the respective Major Head and proceed further.



2.3.5.3 Scheme Balance

Balance of 201000002 for 2020-2021

2054-00-003-01-00-V-1 -Training Of Accounts And

Allocated Change Cashflow Reappropriation Surrender Withdrawal

Scheme Grant Received Draft Final Expenditure Balance Percentage
Draft  Final Draft Final alol@lo Draft Final Draft Final
4] ) (4] -

15-
Audit

15-2054-00-097-03-00-V-1 -Up Gradation And

40.000 0 0 0 0| 0 0 0 0 0 0| 0 0| 0| 40.000 0]

200.000) 0 0 0 0| 0 0 ) 0 0 0| 0 0| 162.500 37.500) 81.250|

169.000) 0 0 0 115.310] 0 0 0 0 0 0| 0 0| 53.689 115311 31.768)

50.000) 0 0 [ 18.000} 0 0 ) 0 0 1.000 0 0| 41.000) 8.000) 82.000f

Figure 98: Show Balance (3)

On selection of the Major Head, the DDO Draft user will be presented with the

page as shown in Figure 98.

1.

In Section 1, the user is shown the Major Head that has been selected. The
user can use this as a reference to check if they are currently performing
functions on the correct demand number or not.

In Section 2, the user is shown the Demand no. that has been selected. The
user can use this as a reference to check if they are currently performing
functions on the correct demand number or not.

Section 3 displays to the user the Scheme that are mapped to this particular
user, Demand no and Major Head. The user can select the Scheme to
preview more in-depth details of the balance

Section 4 displays the Grant received by the user under this demand number,
Major Head and Scheme.

Section 5 is divided into two separate columns. This section as a whole displays
the allocation amount that has been proposed to the respective user, demand
no, Major Head and Scheme.

a. In the first column, the user is displayed with information regarding the
allocation in the draft phase.

b. In the second column, the user is displayed with information regarding
allocation in the final phase.




. Section 6 is divided into two separate columns. This section as a whole displays
the Change Cash Flow amount that has been proposed to the respective user,
demand no, Major Head and Scheme.

a. In the first column, the user is displayed with information regarding the
Change Cash Flow in the draft phase.

b. In the second column, the user is displayed with information regarding
Change Cash Flow in the final phase.

. Section 7 is divided into two separate columns. This section as a whole displays
the Reappropriation amount that has been proposed to the respective user,
demand no, Major Head and Scheme.

a. In the first column, it is further divided into two columns to display the
positive and negative reappropriation amounts. The user is displayed
with information regarding the Reappropriation in the draft phase.

b. Inthe second column, it is further divided into two columns to display the
positive and negative reappropriation amounts. The user is displayed
with information regarding Reappropriation in the final phase.

. Section 8 is divided into two separate columns. This section as a whole displays
the Surrender amount that has been proposed to the respective user, demand
no, Major Head and Scheme.

a. In the first column, the user is displayed with information regarding the
Surrender in the draft phase.

b. In the second column, the user is displayed with information regarding
Surrender in the final phase.

. Section 9 is divided into two separate columns. This section as a whole displays
the Withdrawal amount that has been proposed to the respective user, demand
no, Major Head and Scheme.

a. In the first column, the user is displayed with information regarding the
Withdrawal in the draft phase.

b. In the second column, the user is displayed with information regarding
Withdrawal in the final phase.

10. Section 10 displays the Expenditure done by the user under this demand

number, Major Head and Scheme.

11.Section 11 displays the Balance of the user under this demand number, Major

Head and Scheme.



12.Section 12 displays the Expenditure percentage is calculated from the Grant
received and the expenditure done by the user under this demand number,
Major Head and Scheme.

13.1f the user wants to view more in-depth information regarding the balance then
they can select the respective Scheme and proceed further.



2.3.5.4 Object Head Balance

Balance of 201000002 for 2020-2021

2054-00-003-01-00-V-1 -Training Of Accounts And

Allocated Change Cashflow Reappropriation Surrender Withdrawal

Scheme Grant Received Draft Final Expenditure Balance Percentage
Draft  Final Draft Final alol@lo Draft Final Draft Final
4] ) (4] -

15-
Audit

15-2054-00-097-03-00-V-1 -Up Gradation And

40.000 0 0 0 0| 0 0 0 0 0 0| 0 0| 0| 40.000 0]

200.000) 0 0 0 0| 0 0 ) 0 0 0| 0 0| 162.500 37.500) 81.250|

169.000) 0 0 0 115.310] 0 0 0 0 0 0| 0 0| 53.689 115311 31.768)

50.000) 0 0 [ 18.000} 0 0 ) 0 0 1.000 0 0| 41.000) 8.000) 82.000f

Figure 99: Show Balance (4)

On selection of the Scheme, the DDO Draft user will be presented with the page

as shown in Figure 99.

1.

In Section 1, the user is shown the Scheme that has been selected. The user
can use this as a reference to check if they are currently performing functions
on the correct demand number or not.

In Section 2, the user is shown the Demand no. that has been selected. The
user can use this as a reference to check if they are currently performing
functions on the correct demand number or not.

Section 3 displays to the user the Object Head that are mapped to this
particular user, Demand no, Major Head and Scheme.

Section 4 displays the Grant received by the user under this demand number,
Major Head, Scheme and Object Head.

Section 5 is divided into two separate columns. This section as a whole displays
the allocation amount that has been proposed to the respective user, demand
no, Major Head, Scheme and Object Head.

a. In the first column, the user is displayed with information regarding the
allocation in the draft phase.

b. In the second column, the user is displayed with information regarding
allocation in the final phase.




. Section 6 is divided into two separate columns. This section as a whole displays
the Change Cash Flow amount that has been proposed to the respective user,
demand no, Major Head, Scheme and Object Head.

a. In the first column, the user is displayed with information regarding the
Change Cash Flow in the draft phase.

b. In the second column, the user is displayed with information regarding
Change Cash Flow in the final phase.

. Section 7 is divided into two separate columns. This section as a whole displays
the Reappropriation amount that has been proposed to the respective user,
demand no, Major Head, Scheme and Object Head.

a. In the first column, it is further divided into two columns to display the
positive and negative reappropriation amounts. The user is displayed
with information regarding the Reappropriation in the draft phase.

b. Inthe second column, it is further divided into two columns to display the
positive and negative reappropriation amounts. The user is displayed
with information regarding Reappropriation in the final phase.

. Section 8 is divided into two separate columns. This section as a whole displays
the Surrender amount that has been proposed to the respective user, demand
no, Major Head, Scheme and Object Head.

a. In the first column, the user is displayed with information regarding the
Surrender in the draft phase.

b. In the second column, the user is displayed with information regarding
Surrender in the final phase.

. Section 9 is divided into two separate columns. This section as a whole displays
the Withdrawal amount that has been proposed to the respective user, demand
no, Major Head, Scheme and Object Head.

a. In the first column, the user is displayed with information regarding the
Withdrawal in the draft phase.

b. In the second column, the user is displayed with information regarding
Withdrawal in the final phase.

10. Section 10 displays the Expenditure done by the user under this demand

number, Major Head, Scheme and Object Head.

11.Section 11 displays the Balance of the user under this demand number, Major

Head, Scheme and Object Head.



12.Section 12 displays the Expenditure percentage is calculated from the Grant
received and the expenditure done by the user under this demand number,
Major Head, Scheme and Object Head.

13.0n viewing the details, the user can then proceed to change the module and
perform functions in the Fund Transfer, Estimate, Maintenance Module or they
can sign out from their account.



2.3.6 Sign Out

Fund Transfer v ‘ Bill Entry \ | Budget Estimate Vv | Maintenance v ‘l Sign out
Bill Entry For[January 2021 (Budgeted)
1
Treasury 2010 Shillong South On clicking this button, the
DDO

user logs out of their account
79(201000002) Director Of Local Fund Audit and is moved back towards
the BEAMs Home Page

Demand No Scheme

Object Description Charged/Voted Committed/Scheme
15 15-2054-00-097-03-00-V-1 13 - Office Expenses Voted Committed
15 15-2054-00-097-03-00-V-1 50 - Other Charges Voted Committed
Figure 100: Log out

Once the user has completed all the tasks, they have set out to do, they can

use the Sign out button. This button logs the user out of the BEAMs network
and directs them back to the BEAMs Home Page.



