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Preface

The Directorate of Treasuries, Accounts and Lotteries (DTA) in the recent past has undertaken several
modernization steps to increase the efficiency and effectiveness of service delivery of Treasuries across the
state of Himachal Pradesh. These include development and deployment of various application software like
Online Treasury Information System (OLTIS), e-Vitran, e-salary, e-pension, Cyber Treasury, e-NPS, e-Kosh,
etc. However, one of the key concerns have been lack of documentation in the form of operations or procedures
manual, user manuals for the e-applications. Due to fast-paced implementation of IT Systems, there were
concerns that capacity building of staff through training and document support has been inadequate.

Hence, with the intent to mitigate any risks arising due to such vulnerabilities, GoHP, as part of the World
Bank funded PFM Project, engaged PricewaterhouseCoopers Pvt. Ltd. India (PwC India) to prepare requisite
documentation and guidance for Treasury operations concurrent with building capacity of the GoHP staff,
thereby strengthening the institutional capacity in the DTA.

This manual has been prepared after various extensive discussions and inputs from stakeholders such as GoHP
staff from Treasuries, sub-Treasuries, DDOs, NIC, etc. An exhaustive study of existing processes that are
followed at Treasuries was carried out in consultation with the officers performing the day-to-day tasks.
Further, inputs from Subject Matter Experts (SMEs) was taken to understand the processes, and develop the
content and structure of this operational manual. Review of manuals from other states such as Bihar and
Andhra Pradesh was also conducted with an aim to adopt best practices in context of format, content, and
presentation of operational manual, if any.

This document explains various Treasury processes, particularly in respect of the e-modules (E-bills, HP-
OLTIS, e-Salary, eChallan/Cyber Treasury, ePension, e-NPS/HPNPS, etc.) with an objective of augmenting
capacity of GoHP officials (primarily the Treasury Officers and DDOs) in the effective and efficient use of
Treasury applications. This will ultimately result in improved service delivery and enhance the PFM control
environment in the state. This manual also documents the IT enabled processes including snap-shots of the
user interfaces for each step of all the processes/e-applications under the DTA. Wherever necessary critical
points have been highlighted as “Notes” and reference to GoHP Treasury rules has been given. In explaining the
processes, real-life examples have been illustrated, for better understanding of critical processes.

This manual will serve as guidance and quick reference to the users while carrying out their
day-to-day functions.
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1. System Admin

1.1. Overview

Admin module is used to create user IDs and assign user roles for access to e-Bills, e-Salary, and HP-OLTIS
systems. Only a super-user, which is usually a TO/DTO, can create users and assign roles to them:. TOs/DTOs
can create user based on the requests from DDOs.

TO/DTO has access to “Create User” menu under Admin menu in E-Bills and “Create User Role” under
HP-OLTIS.

Process

1. Users for Treasuries/sub-Treasuries, and DDOs are created by the TOs/DDOs. DDQO’s submit a manual
request to the TO/DTO, for creating the user roles (for employee) in the system/s. The manual request has
an authority letter and a_form mentioning Employee ID (IP), user name, role, and other details.

Note: Employee ID (IP) is created while registering new employee. This detailed process for employee
registration is covered under Salary section of this manual.

2. Messenger for the respective DDO carries the manual request and submits it to TO/DTO. Based on this
request, TO/DTO creates the user and assigns the role to the employee in the system. After this, the user
can login into the relevant system and access the menus for which rights have been given to him/her. First
time password is also created by the TO/DTO.

Note: DDOs only have access to e-Salary and e-Bills system, whereas Treasuries also have access to HP-OLTIS
system. Also, note that an Admin user can create other users with Admin role. After creation of user role by
Treasury Office, the user can login in the E-Bills/e-Salary application with the created user ID and Password.

Resetting of password

After three wrong attempts at login, the user has to wait for 30 minutes before he/she can try logging again. If
the user has forgotten the password, the concerned DDO has to send a request to concerned IPAO mentioning
the user ID for which password has to be reset. TO/DTO will reset the password to default password (USR
code) and notify the DDO. The user will login in application with the user ID and default password. The system
will prompt the user to change the password at first login. User now can enter the password of his/her choice as
per password criteria and save it. After this, the user can login into the application with the new password.

1 NIC created the User Id/s of the DTO/TO at the time of creating the Treasury codes in the system

Operational Manual for DDOs 6 December 2017
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2, User Login into Applications

Screenshots for login into various application used by DDOs are presented below.

2.1. E-Bills/e-Salary

E-Bills is a web-based application, which is used by various departments of GoHP to create bills in the online
system. Once the manual claim is submitted at the DDO office, the authorized officer checks the claim for its
authenticity and validity as per provision of rules, along with the claim form. The designated person in the DDO
office enters the claims in the E-Bills system and generates a unique bill no. against that claim, which is further
used by the Treasury office for bill processing.

e-Salary module contains the database of employees. It is used by DDOs to update monthly salary details of
employees and generation of their monthly salaries online.

E-Bills login

/ eSalary [ Login.... ] x

& C | ® Not secure | himkosh.nic.in/eSalary/Account/ Login?ReturnUrl=%2Fesalary%2F

) Lol
b ¢

e

IFMS - Integrated Financial Management System
Treasuries, Accounts and Lotteries
Department of Finance, Himachal Pradesh

E-Bills g grEEN®

D With e Salnry{

b a

Notifications ~ Guidelines

EMkicome Integrated Financial Management System E-Bills Depariment of Finance, Himachal Pradesh

e Salary, Income Tax - -
Pension A sal E-Bills Login
n
eChallan c
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The E-Bills application as seen in the screen above can be accessed by entering a
valid user ID and password. Based on the role, user IDs are assigned to
authorised personnels who have access to the system.
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2.2, E-Challan

This web-based application software is operational for collection of receipt pertaining to all revenue earning
departments (tax and non-tax revenue) through an online web portal. It is used by DDOs/depositors for
creation and printing of online challans. URL to access the portal is https://himkosh.hp.nic.in/eChallan/.

e-Challan Login
dimach: . (ePayment through eChallan) e
Himachal Br ;as!’@lﬁ’; .#w, DEPARTMENT OF FINANCE o (. 4

Integrated Fi ial M ‘j'li\}i)__ Treasuries, Accounts and Lotteries. HALLAN
Himachal Pradesh e-Challan : A Gateway of Govt. Receipts

(

’ 3 Rep DEPARTMENT RS.(IN LAKHS) ’ % og‘
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Key Field Description Login ID Enter the login ID.
*Login can be for registered and non-registered users. For
non-registered users, use login ID as “Guest”
Password Enter the password
For “Guest” user ID there is no password
Login As Public, DDO or Treasury
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3. Budget Preparation

3.1. Overview of the Process

The budget preparation activity involves a large number of stakeholders across various departments. The
Finance Department (FD) ensures alignment of the annual budget with the development plan of the State. The
FD ensures optimal use of all estimated revenues and resources of the state government for a particular year
through the budget.

The Central and State Finance Commissions provide a framework for inter-governmental fiscal transfers and
are an indication of the resource availability for planning and budgeting. Both these commissions are
constituted once every five years and outline various recommendations for fiscal management, particularly with
respect to the devolution of funds to the State from the Centre and further devolutions to Panchayati Raj
Institutions (PRIs) and Urban Local Bodies (ULBs) within the state. These devolutions are taken into account
for preparing the various State Plans and Sub-Plans.

The expenditure outlays for these plans are based on the macroeconomic projections of expenditure and
revenues prepared by the State Finance Department. The projections of expenditure and revenues are prepared
on the basis of various growth assumptions applied over historical figures which includes the GDP growth rate,
estimates of the state revenues from devolution of funds, expenditure estimates based on the five-year plans
amongst others.

These plans outline the expenditure outlays; however, they do not specify the detailed projects/schemes
proposed to be undertaken by the various departments of the State Government. Project/Scheme plans are first
approved internally by the planning divisions/units within the respective departments of the State Government.
They are further submitted and approved by the respective Heads of Departments and the Administrative
Departments before being submitted to the Planning Department for final approval.

The project/scheme plans are prepared in line with the functions of the respective departments taking into
consideration the necessity of the project/scheme through analysis of socio-economic data, and operational and
performance data obtained from monitoring and evaluation of the various on-going projects/schemes of the
department. Other considerations include recommendations by the Cabinet/Ministers-in-charge/other elected
representatives of the Central and State Governments.

All approved project proposals are further included in the budget estimates submitted by the respective
departments under respective funding category.

Applicable legal framework is provided below:

# Particulars Description

1+ HP Financial Rules 2009 (HPFR) g;lea;lilssb I;;I:?tlglgftt(()} 'E)hlflz I{"manclal management at all levels of the
The rules applicable to the Treasury Offices, DDOs and other

2 HP Treasury Rules stakeholders of the financial system of the state. It covers payments,
receipts, cash flow, Treasury operations etc.
Guidelines/ Circulars issued by Repository of all the financial guidelines available and circulated
Finance Department regularly by the Finance Department, GoHP

The Constitution’s framework for Budgeting and Accounting in GoHP is in three parts —the Consolidated Fund,
the Contingency Fund, and the Public Account. Consolidated Fund is divided into Revenue and Capital sections,
which are further broken down into sectors and sub-sectors. Budgeting and accounting are based on a six-tier
structure including functions, programs, and expenditure heads.

Each department submits its budget separately for Plan and Non-Plan expenditures. The Finance and Planning
Departments are the nodal departments for budgeting and planning. The process starts in
August/September with the issue of the budget call letter and ends in March with the approval
of the budget by the State Legislature.

Operational Manual for DDOs 6 December 2017
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The Legislature has standing committees for examination of the demand for departmental grants. The budget
document comprises of the Finance Minister’s speech, the main budget document detailed estimates of receipts
and expenditure, explanatory memorandum and recently introduced medium term fiscal plan.

Overview of the budget preparation (expenditure) process is provided below:

3.2. Process description for non-plan budget

Budget preparation process can be divided into following sub processes:

1) Issuance of Budget Calendar by FD (Manual Process)

2) Budget Estimate Preparation by DDOs and submission to Line department (Manual Process)

3) Budget Estimate Compilation by Line department and submission to Finance Department (Manual
Process)

4) Finalisation of Budget Estimate by Finance Department in consultation with the line department (Manual
Process)

5) Consolidation of Final Budget Estimates and Budget Book printing (Using E budget application)

The involvement of DDO is during the second step of the budget preparation, which is
explained below.

3.2.1. Budget estimate preparation by DDOs and submission to
Administrative department

The resource estimates and sectoral allocations are prepared as part of the mandate of the Finance Department
and the Planning Department of the state. The inputs for the resource estimates which include the estimated
revenues from the devolutions and grants from the center including the center’s share on CS/CSS are finalized
as per the applicable guidelines of the finance commission and the respective scheme guidelines. The HPFR
forms the basis for preparation of the budget communication specifying the process, formats, and timelines for
the budget preparation.

The financial year of the Government of Himachal Pradesh is between April-March. However, the preparatory
work on the budget start almost 8 months prior to the commencement of next financial year

The finance department, GoHP issues and sends circulars along with some form templates to various
departments of GoHP instructing them to prepare a Budget estimate for their respective departments.

The departments then send these printed forms to the drawing and disbursing officers. The DDOs prepare the
budget estimates for their own offices. The HoDs set a plan (ceiling) for the preparation of budget by the DDOs.
The forms are filled with items of income and estimated expenditures with actual figures of last year, sanctioned
budget of current year, revised estimates of current year, and proposed estimates of next year.

This makes it clear that, process of budget preparation is bottom up process, which starts at the lowest level in
departments and moves upwards to the level of the Head of the Department. The head of the department works
as Controlling Officer for budgetary transactions.

3.3. Process description for plan budget

Entire process of Plan Budget formulation is primarily responsibility of Finance Department, Planning
Department of Government of HP, and Heads of Departments. As per availability of resources under different
heads i.e. Central Sector Schemes, Centrally Sponsored Schemes, and Externally Aided Projects etc. Planning
Department and Finance Department finalize the plan budget ceilings to different administrative departments
according to the priority of the Government, commitment in externally aided projects and readiness of the
executing authorities.

The ceilings finalized under different Heads of Account are captured by the Planning Department and conveyed
online to the respective Heads of Departments (HoDs). The HoDs prepare SOE wise plan budget, which
becomes available to Finance Department and Planning Department. The same is included in the e-budget,
which in turns becomes available to different HODs in E-Vitran, for allotment to respective DDOs.

Operational Manual for DDOs 6 December 2017
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4. Budget Execution

4.1. Overview of the process

The Finance Department of Himachal Pradesh is responsible for allocating annual Budget to various
departments, managing their releases, monitoring expenditure, re-appropriation of funds, interaction with
Treasuries and Accounts and Accountant General, issuing loans & advances to employees of the State,
monitoring of Ways & Means position of the state, issuing instructions related to pension, DA and other
economy control measures. Finance Department also acts as a guide to various departments in matters relating
to financial rule, framing of rules, amendments thereto in keeping with the changing times to bring about
efficient financial administration.

On completion of the Annual Budget process and once the detailed estimates and grants have been passed by
the Legislative Assembly in accordance with the procedure laid down in Articles 202 - 204 of the Constitution,
Finance Department will make available online to all Heads of Departments, the allotments placed at their
disposal during the budget year. Finance Department also sends copies of the budget document to the
Accountant General. All such information and budgetary data must be uploaded on the e-budget System by the
Finance Department and access to the same shall be available to the concerned authorities. The Finance
department also receives the request of Budget Savings, Additional allocation and Budget Reappropriation from
the HoD of line department.

Once the budget has been allocated to the HoDs by the Finance Department, the HoDs will distribute the
budget to the DDOs through the e-Vitran online system. The HoDs will also be responsible for additional
allocation and surrender of budget by the DDOs. The DDOs raise the request of budget surrender and savings
request manually and through emails.

Budget Execution process is in continuation with the Budget preparation process, which is given in the
previous section

The key activities in the budget execution process are:

»  Budget Distribution by Finance Department to HoDs
* Budget Distribution by HoDs to DDOs

= Budget Surrender

=  Budget Verification by HoDs

= Reappropriation

= Additionalities/Savings in Budget Allocation

The DDO is involved in the Budget distribution activity. The DDOs have the viewing rights of the budget
distributed to them by HoDs. DDOs are also involved in the budget surrender process. Both the activities and
the role of the DDO is explained below.

Operational Manual for DDOs 6 December 2017
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4.2. Budget Distribution by HoDs to DDOs

4.2.1. Login of the application
E-Vitran software is used for distribution of budget by HODs to DDOs. Refer GoHP Treasury Rule
number 5 and 111 for details. The process flow of the basic functions of eVitran software is given below:

The login page of e-Vitran can be accessed at (https://himkosh.hp.nic.in/evitran/)

Access to HODs: The HODs are provided with a User ID and Password to login into e-Vitran. The HoD may
provide the login to the Dealing Assistant and other staff of the Department to conduct the clerical and data
entry operations within the eVitran system. The login is not meant for the DDOs.

[ eVitran - Budget Distribn. X -

&« C' | @& Secure | https)//himkosh.hp.nic.in/evitran T

+DEPARTMEN
\ A e

BUDGET DISTRIBUTION BY HOD

Visitor number :2317944

Monitor Expenditure/Receipt? Click Below HOD's Login

Expenditure Under Wrong Heads ' =%
ediztely reconcile with Treasury)

User ID :

n E
Log in Reset
an Deman d Wise Allocation [Login]

For login password e-mail - jdirtre-hp(atinic[dotlin
se Receipt Comparision of Two

Finandial Years View Allocated Budget (Treasuries & DDO’s)
= HOD Wise Allocation Expenditure Fields with ~ are compulsory
= DrillDown Head Wise Receipt ® View Sanctions
= HimKosh - State Financial Reports Financial Year 2017-18 ¥
Enter Treasury Code
Budget Distributed to DDO's through e-Vitran L
Enter DDO Code C ]
= DrillDown Budget Distribution Report

DTA / DTO Applications

DDO Updation, Form 24G Data Extraction &
Budid File Download for HPOTIS

5 Budget
= Treasuries, Accounts and Lotteries
u GPF Information

= Department Of Finance

=1 Instructions For DDQ's For using eVitran AEEH(aHDn

Key Field Description Field Description
User ID User ID given to the HOD for e-Vitran
Password Password given to the HOD for e-Vitran
Enter Treasury Code | Treasury code to view allocated budget
Enter DDO Code Applicable code for the DDO

Access to DDOs: The DDOs can view the allocated budget by stating the Financial Year, Entering the
‘Treasury Code’ and ‘DDO code’. Once the DDOs click on the Submit button, the allocated budget for the
respective Treasury can be viewed. DDO can view the consolidated budget allocation as well as letter-wise
allocation.

4.3. Budget Surrender

The Budget surrender is an important process of the Budget distribution process. In case the budget is
unutilized the DDOs raise a request manually (not through any System, may send the request through email)
for budget surrender with the HODs. The HODs then surrender the budget in e-Vitran and may reappropriate
the same if to other DDOs who have additional requirement of funds under the same Head of Accounts and
SOE. Sometimes also, it may happen that during review if it is found that any particular DDO is not utilizing
funds, HoD may withdraw the idle funds suo-moto and may reallocate to others where the same is necessary.

Note: Funds will be blocked once a bill is created in E-Bills system.
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5. Payment Management (e-Salary and

e-NPS)

5.1. Menus and sub-menus in e-Salary

Table 1: Menu/Sub-menus

Menu/Sub-men

Update monthly salary

Update Adv/CPS
Arr/GPF/Policy detail

Employee DDO
Deduction
(Add/Remove)

ITAX Calculation

Recalculate Monthly
Allowance

Check Negative Salary

Generate monthly
salary

Update basic details

Update employee
photo

Update employee
designation

Print NPS CSRF

Reports

Operational Manual for DDOs
PwC

DDO Menu - eSalary Updation (DDO) >
Update Monthly Salary

DDO Menu->e-Salary Updation - Update
Adv/CPS Arr/GPF/Policy detail

DDO Menu->e-Salary Updation = Employee
DDO Deduction (Add/Remove)

DDO Menu->e-Salary Updation - ITAX
Calculation

DDO Menu->e-Salary Updation >
Recalculate Monthly Allowance

DDO Menu->e-Salary Updation - Check
Negative Salary

DDO Menu > e-Salary Updation > Generate
Monthly salary

DDO Menu->Employee Updation (DDO)

- Update Basic Details

DDO Menu->Employee Updation
(DDO)->Update Employee Photo

DDO Menu > Employee Updation (DDO)
- Update Employee Designation

DDO Menu->Employee Updation (DDO) >
Print NPS S1 Form

Report Menu->eSalary PayBills

Report Menu->eSalary Misc Reports
Report Menu-> DA Report

Report Menu->Prev Salary/Salary Arrear

Strictly private and confidential

To update monthly Salary
(deductions and allowances) of all
employees

To update advances, NPS arrear,
GPF and LIC policy details of all
employees

To update the employee DDO
deduction

To update the income tax
calculation

To recalculate the monthly
allowance details

To check the negative salary, if any

To generate the monthly salary after
monthly salary update of employees

To update basic details of an
employee

To upload photo of an employee
To update employee designation

To print NPS CSRF of an employee

Various salary related reports
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5.2. Functions of DDO (Drawing & Disbursing Officers)

The DDOs perform the following roles and responsibilities in respect of processing and disbursing the salary of
the employees under their authority:

Table 2: Function of DDOs (Refer GoHP Treasury Rule number 121)

S/N Functions

1 At the time of new appointment, the DDO will input information in the data input sheet (Form 1 &
2) as per the ‘data input sheet’ filled in by the new employee

2 The DDOs will provide information related to employees to the designated Treasury in ‘data
input sheet’ (prescribed by Finance Department)

3 DDOs will effect increment, deductions and allowances in the salary of concerned employees as
per rules and instructions from applicable authority

Issue Form 16 as per the Income Tax act for tax deduction

5 Communicate to Treasury in case of employee transfers, retirements, deaths, suspension and
termination

6 Send countersigned LPC (Last Pay Certificate) of the transferred employee to the new DDO after obtaining
it from the Treasury. The new DDO will present the LPC received for salary generation.

7 Submit change report along with supporting documents to Treasury on monthly basis and request
for generation of salary within prescribed timelines

8 Provide account head summary to DTO/TO (District Treasury Officer/Treasury Officer)

Stop salary of employee in case of removal/ death/ retirement, etc.

10  To completely fill/sign CSRF (Customer Subscriber Registration Form, S1 form) and send
it to attached Treasury

11 Stop GPF (General Provident Fund)/ NPS (National Pension System) subscription as per
prevalent rules prior to superannuation

12 Stop recoveries of advances/loans when principal/interest amounts are fully recovered

5.3. Employee Management
5.3.1. New Employee Registration Request

The new employee will fill the employee registration form (Form 1 and 2) at the DDOs office. It is the
responsibility of the DDO to send the new employee registration request to the selected IPAOs (Integrated
Pay Account Offices) Treasuries. The DDO will send the hard copy of the request to the Treasury Office via
messenger

Note to DDOs: Treasury will enter the record of concerned employees in the e-Salary system as reported by
DDO, as prescribed in the data input sheet and generate the IP (Integrated Payee) number. IP number will
be generated, only if the appointment letter, medical fitness certificate, joining letter/ report and
attested bank passbook of the employee is made available to the Treasury along with data input sheet, by
the requesting DDO. Hence, ensure that all required documents are submitted with the request.

Treasury will thereafter generate CSRF and send it to the DDO for registration of employees in e-NPS (National
Pension System) system. DDO must ensure that duly filled up form (CSRF, S1 form) and the required
supporting documents are submitted to National Pension System branch of concerned Treasury.

DDOs may also send a request for a creation of a user ID for the employee along with the registration
request. DDO has to submit a separate application along with user creation form at the authorized Treasury for
creation of user role in E-Bills/e-Salary system. Usually, user ID is created after generation of IP number
(employee registration). Refer GoHP Treasury Rule number 123.

Operational Manual for DDOs 6 December 2017
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5.3.2. Employee Registration — Generation of Employee ID (IP) for
new appointment

The respective IPAO Treasury generates employee IP. User role creation is also done at the Treasury level.
5.4. National Pension System (e-NPS)

5.4.1. Process for NPS registration of new employee and linkage
with e-Salary

The steps involved in registration of a new employee on e-NPS and linkage with e-Salary are as follows. Refer to
GoHP Treasury Rule number 138-144 for details on NPS registration, change, deduction, etc.

Step 1: DDO will submit the registration documents to Treasury as explained above.

Step 2: Treasury will first register an employee in the e-Salary based on the data input sheet provided by
subscriber and DDO. The unique IP number used in registering employee in NPS will be conveyed to the
DDO/subscriber along with CSRF. CSRF form is NPS S1 form. Employee must fill the remaining columns
of CSRF for registering under the National Pension System. Duly filled up form and the required
supporting documents (proof of date of birth and proof of identity) will be submitted to National
Pension System branch of Treasury by the DDO.

There is an option for DDO to also Print NPS S1 Form. However, NPS S1 is usually shared by TO after
registration of new employee and generation of IP number.

DDO Menu—> Employee Updation (DDO) 2 Print NPS S1 Form
The Dealing Assistant will follow the above path to print the NPS S1 Form.

B3 Treasuries, Accounts and Lo Subscriber S1 Form -e- X = =+ = (=} X
&« O himkosh.nic.in 7‘:( | = Z @
. IFMS - Integrated Financial Management System
Treasuries, Accounts and Lotteries E-Bills & ) ( ! | E \
Department of Finance, Himachal Pradesh

USR@11160 [ MRS SHASHI RANA | [ IPAO:: CAPITAL TREASURY |

¥ Subscriber S1 Form

TreasuryX CTO00 - CAPITAL TREASURY v/ DDOX 105 - D.D.(TREASURY & ACCC Vv
Employee PO WAJ-New ™
'IC-.‘: v Report |
Best View In @ Chrome & IE 9 or Above &) Moxzilla firefox
% Please Ensure Pop-Up are enabled % Developed By & NIC HP State Center, Shimla, Himachal Pradesh % Be supportive with your feedback on :d addtre-hp@nic.in m

i Disclaimer: Content this website is publist manag )y Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla.
Web Information Manaqer Sh Deepak Bnardwa, [Addmonu\ Director ], addtre-hp@nic.in 99. ( ts of this website are informative only and for ber
egal right or obligation. Website designed by National Informatic: te

1:19PM

5/12/2017

Key Field Description NA

Step 3: New employee details entry in the NSDL portal : This is performed at the Treasury level.

Step 4: Generation of PRAN : Once the PRAN has been generated the subscriber will also receive the
message of registration on registered mobile number. The Treasury will receive the PRAN kit for the employee.
This PRAN kit has to be collected by the concerned DDO via messenger.

Step 5: Mapping of PRAN and employee IP number in HPNPS: This is performed at the Treasury level
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Step 6: Update PRAN details in e-Salary: This is performed at the Treasury level.

After PRAN details have been updated in e-Salary and CPF deduction has been added in employee monthly
salary the subsequent deductions and payments under NPS will only be made through quoting of PRAN
number. The NPS deduction will start immediately after PRAN is generated.

Option for login of both individual “Subscriber” and “Nodal Office” is available on the web page https://cra-
nsdl.com/CRA/. CRA stands for Central Record Keeping Agency.

5.4.2. Monthly NPS deductions and remittances

4+ DDO is required to mention the deduction under NPS on the monthly change report submitted to Treasury.
Deduction for contribution under the NPS will be made on monthly basis after allocation of PRAN.

% A schedule for deduction of contribution under National Pension System will be sent to National Pension
System branch in cases where salary or arrear is processed manually. DTO will ensure that in such cases,
contribution to pension account is updated manually and matching contribution from Government account
is paid.

4+ DDO will prepare monthly statement of arrear deduction of NPS where PRAN was issued late, deduction
was not carried out, or retrospective regularization of NPS subscriber. This statement shall be
countersigned by the TOs/DTOs. Treasury will allow either one-time deduction if possible or allow it in
EMI format.

Note 1: In case where an employee switches from NPS to GPF (EWC form), a certificate regarding the change
in subscriber’s e-Salary database shall be sent to the DTA along with the EWC form by the concerned TO/DTO.
This is to ensure that employee is switched from NPS to GPF in the e-Salary database and hence his/her NPS
deductions from the salary are stopped.

Note 2: Please refer GoHP Treasury Rule number 138 for details on NPS deductions.

5.4.3. Changes in subscriber (employee details) information

Changes in Photo or Signature

Step 1: For changes required in photo or signature of employee in respect of PRAN account, the employee will
submit duly filled form S7 to the DDO. The form S7 is available with the DDOs. This form can be downloaded from
NSDL website (https://www.npscra.nsdl.co.in).

Step 2: The DDO will sign and submit the updated S7 form to DTO for onward submission to NSDL.

Other Changes

Step 1: Changes other than that of photo or signature of employee, required in employee details in the PRAN
account will be done by filling up form S2. Such changes are:

1. Changes or Correction in Personal details

2. Changes or corrections in Nomination Details
3. Reissue of T Pin or I PIN

4. Reissue of PRAN Card

Employee will submit a duly filled S2 form with details of changes in employee particulars to DDO. This form can
be downloaded from NSDL website (https://www.npscra.nsdl.co.in).

Step 2: DDO will sign and submit the form in the Treasury along with service book.

Step 3: Treasury will make the requisite changes in employee details upon verification by the DDO that details
such as information of nominees etc. being submitted through S2 form are correct. A copy of S2 form will be
pasted on service book as permanent record.
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5.4.4. Withdrawal from NPS

Withdrawals under NPS are made as per the procedure approved by PFRDA (Pension Fund Regulatory and
Development Authority) which are issued from time to time and are available at NSDL website. Various forms
for NPS related withdrawal are available at NSDL website https://npscra.nsdl.co.in/. Refer GoHP Treasury
Rule number 150 for details on withdrawal from NPS.

Withdrawal from NPS can be for the following cases:

1. Upon normal superannuation: Exit from NPS upon attaining the age of normal superannuation (for
Government employees only) or upon attaining the age of superannuation: 101-GS form available at NSDL
website is required to be filled by the employee and submitted at the concerned Treasury Office. At least
40% of the accumulated pension wealth of the subscriber needs to be mandatorily utilized for purchase of
an annuity, for the monthly pension of the subscriber. The balance (60%) is paid as a lump sum payment to
the subscriber. If total amount is less than INR 2, 00, 000/- (2 lac), the entire amount is paid
as lump swmn to the subscriber.

2. Exit from NPS before attaining the age of normal superannuation (for Government employees
only) or before attaining the age of superannuation:

For pre-mature retirement form 102-GP is required to be filled by the employee and submitted at the
concerned Treasury Office. At least 80% of the accumulated pension wealth of the subscriber needs to be
utilized for purchase of an annuity, for the monthly pension of the subscriber. The balance is paid as a lump
sum payment to the subscriber. If total amount is less than 1, 00, 000 INR (1 lac), the entire
amount is paid as lump sum to the subscriber.

3. Upon Death: In this case, form 103-GD is required to be filled by the nominee/legal heir. The entire
accumulated pension wealth (100%) is paid to the nominee/ legal heir of the subscriber.

4. For partial withdrawal after completion of 10 years of regular service, form 601-PW has to be filled by
the employee and countersigned by the Controlling Officer and submitted at the concerned Treasury Office.
Only 25% of employee share can be withdrawn on the completion of 10 years of regular service and there
shall be gap of 5 years in between two withdrawals and maximum 3 withdrawals being admissible. Partial
withdrawal shall be admissible as per the guidelines of PFRDA which at present are:

a. higher education of children

b. construction/alteration of house
c. serious illness

d. marriage of children

Process for withdrawal
The steps included in the withdrawal process are as follows:

Step 1: Submission of filled withdrawal forms along with required documents at the DDO office. As mentioned
above, the applicable forms are as follows:

Table 3: Applicable NPS withdrawal forms

Type of Withdrawal Applicable form
Normal Superannuation 101-GS
Premature exit 102-GP

Upon death 103-GD

Partial withdrawal 601-PW

* Forms are available on the NSDL-CRA Corporate Website (http://www.npscra.nsdl.co.in).

Step 2: DDO needs to perform the necessary due diligence for the form and the supporting documents. The
duly authorized forms and the documents can be then be forwarded to Treasury Office for online submission
and processing to NSDL. Thereafter hardcopy will be send to NSDL.

Step 3: Processing at CRA (Central Record Keeping Agency)
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List of documents required

Following documents are to be submitted along with the completely filled withdrawal form:

Table 4: List of required documents for NPS withdrawal

List of documents

Superannuation e
or pre-mature
exit o

In case of death o«
of subscriber

Covering Letter from the associated Nodal Office to be submitted along with the
Withdrawal form

Advanced stamped receipt needs to be duly filled and cross-signed on the Revenue
stamp by the subscriber.

KYC documents (address and photo-ID proof) attested by mapped Nodal Office.
‘Cancelled Cheque’ (having subscriber’s Name, Bank Account Number and IFS Code)
or ‘Bank Certificate’ on Bank letterhead having subscriber’s name, Bank Account
Number and IFS Code required to be submitted as bank proof. ‘Copy of Bank
Passbook’ can be accepted; However, it should have subscriber’s photograph on it and
should be self-attested by the Subscriber.

If subscriber is non-IRA, then CSRF 1 form is also required

DDO can also submit the withdrawal form along with Annexure 1 certifying name,
address, bank account, IFSC, and PRAN as shown in the form is correct.

Covering Letter from the associated Nodal Office to be submitted along with the
Withdrawal form

Advanced stamped receipt need to be duly filled and cross-signed on the Revenue
stamp by the Subscriber.

KYC documents (address and photo-ID proof) attested by mapped Nodal Office.
‘Cancelled Cheque’ (having subscriber’s Name, Bank Account Number and IFS Code)
or ‘Bank Certificate’ on Bank Letterhead having claimant’s name, Bank Account
Number and IFS Code required to be submitted as bank proof. ‘Copy of Bank
Passbook’ can be accepted; However, it should have claimant’s photograph on it and
should be self-attested by the claimant.

Attested copy of Death Certificate issued by the Local Authority.

In case of Nominee, details are not available in the CRA system, a legal heir certificate
OR a certified copy of family member’s certificate issued by Executive Magistrate is
required, indicating the relationship of the claimant with the deceased as well as
supporting documents is to be provided. If the all the legal heirs are not claiming the
pension funds, Relinquishment deed to be submitted from all the legal heirs (except
the Claimant) on a Stamp paper of Rs. 100/-along with the KYC documents (Photo ID
proof and Address proof) of all the legal heirs duly attested by the mapped Nodal
Office. Also, an Indemnity bond needs to be obtained from the claimant stating the
responsibility for claiming on behalf of all the legal heirs.

Nodal Office has to submit the Death IRA compliance certificate if the subscriber’s
PRAN is Non-IRA compliant.

DDO can also submit the withdrawal form along with Annexure 1 certifying name,
address, bank account, IFSC, and PRAN as shown in the form is correct.

5.4.5. Maintenance of NPS Form records

DDOs shall maintain records of CSRF, S2, all exit forms and other correspondences with CRA-NSDL in service
book of each employee subscribing to NPS. Every such entry in the service book will be countersigned by the

concerned TO/DTO.

Also, any changes made in subscriber details through S7 form, or partial withdrawal claims and cases where
individuals shift from NPS to GPF (EWC form) shall be recorded in the service book of the employee and
countersigned by the TO/DTO.
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5.5. Last Pay Certificate

In case of employee transfers, Last Pay Certificate (LPC) is generated by the IPAO after request from the
DDO.

Note: Refer to GoHP Treasury Rule number 151-152 for details on LPC

Once the DDO receives the ‘Transfer order’ from the respective authority and employee is relieved of his/her
charge, the DDO sends the request for creation of LPC to the attached Treasury/IPAO. The DDO along with
sending the ‘Transfer order’ will ensure that no bills are pending with the DDO of the employee. In case there is,
a bill pending the DDO will process or delete the bill/s and thereafter send the request to the Treasury for
creation LPC. DDO shall also intimate the deductions if any on the LPC. Please note that LPC is required for
registering the employee at the transferred location.

5.5.1. Employee Transfer

Every transfer of charge of a gazetted Government Servant to be reported on the same day to the HoD or other
controlling authority concerned, DTO/ TO and Manager of the concerned bank branch with TR1 form.

The transferred official will be included in the database, in the transferred location, with a unique IP code as per
the LPC issued by the Treasury and countersigned by the DDO.

Employee Transfer — Outgoing DDO

DDO will first stop the salary of the employee and then will send request letter to Treasury to issue LPC for the
employee being transferred. Please note that when salary is stopped for an employee, his/her user ID is also
deactivated automatically. Treasury will generate the LPC from the e-Salary system and handover it to the
DDO. The DDO in turn, after verification will convey any other recovery by recording a note on the LPC, send
the countersigned LPC to the new DDO where employee is being transferred. The Treasury of that DDO will
use this LPC to register the employee in e-Salary and start his/her salary.

Usually, along with LPC, other details such as deductions in DDO mode, if any, and a note on DA/Salary
arrears is issued for information of the new DDO.

Note: If required for income tax filing purpose, etc. an employee can request “Due Drawn” statement from the
outgoing/previous DDO for the period the employee was under that DDO. This is however not necessary to be

submitted with the LPC and can be requested after employee has joined the other DDO. Similar service report

can be generated from the website www.himachal.nic.in.

Employee Transfer — New DDO

After receiving the LPC from the outgoing DDO, the new DDO will send it to its Treasury for employee
registration. TO will register the employee in e-Salary by using “Register through LPC” option. After this,
employee IP is activated and his/her salary is started. If required, TO/DTO also assigns roles to the employee
for access to systems E-Bills for creation of user role, DDO has to submit a request at the Treasury along with a
physical form.

Note: (Refer to GoHP Treasury Rule number 156) DDO in which Government Servant is currently
working, can prepare “Due and Drawn statement” in respect of arrears of pay and allowances. This has to be
sent to employee’s earlier/parent office (s), as the case may be, for verification of the claim. The latter office
may check these statements, in entries of their records (i.e. in the office copies of the bills) and return to the
concerned drawing Office with a certificate that the arrears relating to the Government Servant have been noted
in the relevant office copies of the bills. On receipt of the “Due and Drawn Statement” duly vetted by the earlier
payment Office the DDO may prepare the arrear bills of the Government Servant in the proper form, and draw
the bills from the Treasury and disburse the arrears to him/her on proper acquittance. The expenditure in this
behalf is debited from the budget provisions of his/her office.
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5.6. DDO Menu - > Employee updation (DDQO)

DDO is responsible and has the authority to make changes to employee’s personal records in the e-Salary system.

DDO may also make changes to the personal information of employee in the e-Salary system in case of change in
the information of employee stored in the system.

Alternatively, DDO can send requests such as change in bank account number, etc. to Treasury with supporting
documents, in case the request cannot be fulfilled at the DDO level.

Refer GoHP Treasury Rule number 124 for change of particulars of employees in e-Salary.

5.6.1. Step 1: Employee Updation Request (Manual)

The employee whose details have to be updated will file a request to update employee details and submit to the
respective DDO. The responsibility of intimating/incorporating such changes will be that of the DDO.

5.6.2. Step 2: Employee Updation on e-Salary (DDO)

DDO Menu - Employee Updation (DDO)

The DDO has the option of updating basic details, employee photo, updating employee designation and printing
NPS1 form on e-Salary.

3 Treasuries, Accounts and Lo Dash Board - e-Bills x =+ - X
&« O himkosh.nicin ¥ =% O

IFMS - Integrated Financial Management System .
f&3T®IY Treasuries, Accounts and Lotteries E-Bills go creEEN \L
):,".ww e-Salar y

= Department of Finance, Himachal Pradesh
Employee Updation (DDO)-> Update Basic Details

Other Bills Creation ->

( Upload Employee Photo Notification & i Total Employees (56 |
Bill Submission -> Update Employee Designation
Register Other Payee Print NPS S1 Form 4 Active Employees [ 48 )
e available o each DDO, besides general deduction
1 Register Util Payee appearing in eSalary monthly deduction. Get them register through your treasury 2 In Active Employees o
1 DDO Bill Register (option->IPAD Master->Create DDO Misc Deduction)
f DDO Allocation and Expenditure & Retired Employees D
:
¢ TA2 Receipt Register ANotification
q Welcome to E-Salary & E-Billing System 4 GPF Employees B8
TA3 Payment Register
¥
New Register Util Payee & CPF Employees [ 5 |
List of Heads of Account & Employees without GPF-CPF ()

Description of Head of Account

Search Pensioner By Treasury([T])
Search Pensioner By Treasury,pen
class,pay commission and pen type

iXSend your feedback at email .7 vijay.gupta@nic.in

Key Field Description NA

5.6.2.1. Update Basic Details

DDO Menu-> Employee Updation (DDO) 2 Update Basic Details

Once the updation request is received by the DDO, the Dealing Assistant (DA) will follow the above path and
the following screen will open.
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B3 Treasuries, Accounts and Lo

& O
o |

Treasury CodeX
Account Head*

Branch/Sectionk

WEmployee Details
First NameX
Middle Name
Last Name
Father Namek
Birth Dated
Aadhar ID

Pan No
Genderk

Mail Address
Mobile No.

Employee Typek

himkosh.nic.in

& Existing Employee Basic Information Updation By DDO

A Registration of New Employee

- e-Bills X =

DSl uTICHIL O FIanGe, riaciian riaucsn

A ] [ IPAD:: CAPITAL TREASURY ]

% fiokls are mandatory Employee Image

CTO00 - CAPITAL TREASURY DDO Code 105 - D.D.(TREASURY & ACCC

CTO00-105-29-2054-00-095-01-01-S00N-N-V-00
Reporting At

000 - SHIMLA

For retirement age (including Class-IV) see finance notification Fin(C)A(3)-3/98 dated 10-May-2001

@GPF/PRAN Detalls E3Permanant Address. %

A Lol 0
[ GPFIPRANX | 5 or PRAN  Not Alloted Address I
2 GPF No. HPO7 - HGA v | 19318 City TEH DEHRA
s I Fincoce oo
4 Joining Dates A
& I [] Same Corresponding Address * A
- Joining Govt I
City NIGAM VIHAR
O Male @ Fomale ®Miscellaneous information A
= District SHIMLA
Govt. Accommd. Yes®No PinCode 171002
(O Deputation @ Internal New | Save

Key Field Description

NA

The Dealing Assistant will update the basic details and click on ‘update’. The DDO can update changes such as
Name, Aadhaar ID, mail address, mobile no., joining Govt, retirement and address details.

5.6.2.2. Update Employee Photo

DDO Menu-> Employee Updation (DDO) 2 Update Employee Photo

On receipt of the request, the Dealing Assistant will follow the above path and the following screen will open.
The Dealing Assistant will enter the employee code and then click on ‘Search’. The Dealing Assistant will then
choose the file, which needs to be uploaded in the database and click on “Save”.

3 Treasuries, Accounts and Lo

O

e

- e-Bills x

himkosh.nic.in

IFMS - Integrated Financial Management System

USRO11169 [ MRS SHASHI RANA ] [ IPAO::
& Employee Image Upload

4

X

%

o
[}

Treasuries, Accounts and Lotteries
Department of Finance, Himachal Pradesh

CAPITAL TREASURY ]

Employee Codex

- Search
(,» Employee Name .
~ ) Browse...
"R Allowed file typ ng , b
lowed file type is .jpg , .jpeg, .png , .bmp
Av. VE iPg . Jpeg, .png ¥

% Please Ensure Pop-Up are enabled % Developed By & NIC HP State Center, Shimla, Himachal Pradesh % Be supportive with your feedback on :-d addtre-hp@nic.In

v Disclaimer: Content on this we!

Web Information Manager:
ik el
egal rig|

: Sh Deepak Bhardwaj [ Additional Director 1,4 addtre-hp@nic.in 93. Contents of this website are informative only and for benefit
obligation. Website des! nter

Best View In @& Chrome £ IE 9 or Above &) Mozilla firefox

bsite is published and ma

anaged by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla. For any que
of th

igned by National Informatics Cent

1:09 PM

Key Field Description
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5.6.2.3. Update Employee Designation

DDO Menu—> Employee Updation (DDO) 2 Update Employee Designation
After following the above-mentioned path, the screen for updating employee designation is presented below.

B3 Treasuries, Accounts and Lo update Designation X =k

= (=] X
é O himkosh.nic.in ﬁ = :/- O
m IFMS - Integrated Financial Management System = \/
4 m Treasuries, Accounts and Lotteries E-Bills GO GREEN'
—— Department of Finance, Himachal Pradesh e With o-Salary

CAPITAL TREASURY ]

4 Update mployee Designation

Employee CodeX a Search

Designationk - Pay Comm.k 6 g From Datek 16/02/2017
PayScaleX Joining Datek 13/01/1987
BEIZY Cancel
[ 1] 1P3 TO 6 16/02/2017 E
e SUPDTGR2 6 01/01/2015 15/02/2017
u IP3 SUPDTGR2 6 22/12/2014 31/12/2014
Qo ~ SRASSTT 6 05/10/2012 21/12/2014
g SRASSTT 6 24/10/2009 04/10/2012
H:

http://himkosh.nic.in/eSalary/WebPages/wirmIPAOUpdateEmployeeDesignation

Key Field Description NA

5.7. Salary updation (DDO)

Before DDO generates the monthly salary, the monthly salary details of the employees needs to be updated in
case there is any change in their salary. This section details such updates, which may be required on the salary of
the employees.

As per the entitlement of employee, DDO makes changes to the allowances and deductions from the salary.

Further, DDO will send supporting documents along with change report to the Treasury whenever a change is
made in the salary data of any underlying employee.

The ‘e-Salary updation (DDO)’ tab within the Menu bar is used for updating monthly salary, updating
advance, updating policy details, calculation of Income tax and other employee salary information at DDO level.
The DDO may delegate the role to Sr. Assistant/Superintendent or Dealing Assistant.

Request for Salary Updation (Manual)

The employee, whose details have to be updated, will file a request for updating of employee details and submit
to the respective DDO. Request can also come from government in case of salary revision, arrears, etc. The DDO

has the responsibility of updating the changes in the e-Salary software. The DDO will receive requests for
update or generate the following;:

Update monthly salary

Update Advance/CPS Arrears/GPF and policy details
Employee DDO Deduction

Income Tax Calculation

Re calculation of monthly allowance

Check Negative salary

R
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5.7.1. Update monthly salary

DDO Menu = eSalary Updation (DDO) 2 Update Monthly Salary

Once the request has been received, to update the monthly salary details of an employee the DDO will use the

above path as can be observed from the following screen:

B Treasuries, Accounts and Lo Dash Board - e-Bills X |+ —

é % O himkosh.nic.in ] L Fron ‘:{ ‘ = :/. Q

IFMS - Integrated Financial Management System

Department of Finance, Himachal Pradesh

Other Bills Creation -> Empoyee DDO Deduction (Add/Remove)

¢ . _— n o 4 Total Employees
Bill Supmission -> ITAX Calculation ->
Register Other Payee Generate Monthly Salary & Active Employees
Register Util Payee

; g Y Re Calculate Monthly Allowance & In Active Employees
DDO Bill Register Check Negative Salary

# "

{ DDO Allocation and Expenditure Do you know that Three BT Deduction are available to each DDO, besides general deduction & Retired Employees

¢ TA2 Receipt Register appearing in eSalary monthly deduction. Get them register through your treasury

¢ (option->IPAQ Master->Create DDO Misc Deduction). & GPF Employees

i TA3 Payment Register
New Register Util Payee & CPF Employees

List of Heads of Account & Employees without GPF-GPF

Description of Head of Account

Search Pensioner By Treasurym
Search Pensioner By Treasury,pen
class,pay commission and pen type

i¥send your feedback at email - vijay.gupta@nic.in

Key Field Description NA

For pay commission related changes, NIC creates new salary codes pertaining to a new pay commission.
Then authorized user, updates the employee details, and changes the pay commission, to automatically reflect

Y4
Treasuries, Accounts and Lotteries E-Bills GO GRE ENW Z

- With e-Salary |

Employee Updation (DDO)-> Update Adv/CPS Arr/GPF/Policy Detail

the updated salary. Refer GoHP Treasury Rule number 125-126 for details on changes in employee
entitlement.

The below given screen will open where the DDO will enter the employee code and then click on ‘Go’.

B3 Treasuries, Accounts and Lo Employee Monthly Tran X = 4 = (=]

O himkosh.nic.in Net T A * ‘ = :/- Q

IFMS - Integrated Financial Management System ¢ (Y
Treasuries, Accounts and Lotteries E-Bills GO GRE liNKLT

Department of Finance, Himachal Pradesh With e-Salar
th e-Salary

|
q

USR@11160 [ MRS SHASHI RANA | [ IPAO:: CAPITAL TREASURY |

% Employee Monthly Transaction

Emp Code ¥ Emp | Q
Best View In @ Chrome £ IE 9 or Above & Mozilla firefox
@ % Please Ensure Pop-Up are enabled % Developed By& NIC HP State Center, Shimla, Himachal Pradesh % Be supportive with your feedback on : addtre-hp@nic.in m
| Disclaimer: Content on this website is published and managed by Department For any query regarding this website, please contact the &6 Web Information Manager: Sh Deepak Bhardwaj [ Additional
Director ],#4 addtre-hp@nic.in 99. Contents of this website are informative only and for benefit of the public. However, these do not confer any legal right or obligation. Website designed by National Informatics
Center
Key Field Description NA
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Q) General Details

The following screen will open displaying the employee details such as Name, designation, GPF /PRAN No.,
Bank details, Allowances & Deduction details. To edit these details click on ’Edit’.

B3 Treasuries, Accounts and Lo Employee Monthly Tran X 4= = (=] X

é 4 O himkosh.nic.in * = :/u Q

USRO11169 [ MRS SHASHI RANA ] [ IPAO:: CAPITAL TREASURY |

T Employee Monthly Transaction

Emp Code % | IP: u (3Salary PerlodC  From 01052017 | To | 310572017 Pay Stop O Yes @ No
Trea and DDO -~ B
9Month Year May/2017 [31] Treasury Officer - 0690Pay Band : 22:10300 34800+ Rs. 5000
Treasury Code CTO00 - CAPITAL TREASURY
DDO Code 105 - D.D.(TREASURY & ACCOUN Allowance | —Select- ~ jéad Deduction | —Select— ~ jéad
Employee Detalls A seneral Dex > Amount
BandPay ¥ 22680 ¥ 22680 GPF [8009-01-101-00] T 35000.0 B 6
Name IP{
Designation Treasury Officer - 0690 HRA T 2000 2000 @ InsFnd [8011-00-107-01) T 180 s 0
GPF/PRAN No. CapAl 2! 400 =) %400 @  SavFnd [8011-00-107-02) 2 420 - |
Scale 10300 34800+ Rs. 5000
6 cothenid ° CCA T 250 ) T250 @  ITax [8658-00-112-01) 2 40000 s 0
Sank Name SBOP SHIMLA EAST SHIMLA-STB
GrdPa) O ¥5000 @
Account No. y T | 5000 B [l Deduction Total ? 39060.0
IR 1384 T1384 @
Other Details A
DA 35084 T35084 @ Net Selary 2 28638.0 -

HOA CT000-105-29-2054-00-095-01-01-S0ON-N-V-00

Allowance Total E 4 67698
SubOffice/Branch

000 -
Head Split Code GO1
Key Field Description Allowance Enter allowance details in the respective fields such as
Band pay, HRA, CapAl, CCA, Grdpay
Deduction Enter general deduction details such as GPF,

InsFnd(Insurance Fund), SavFnd(Savingsfund,
ITax(Income tax)

To edit the Sub office/Branch the DDO will click on the dropdown box of the ‘Sub office/branch’. Edit the
details and then click on ‘Update’.

B3 Treasuries, Accounts and Lo Employee Monthly Tran X 4 = (n] X
é 4 O himkosh.nic.in. * = :/. 0
USR@11169 [ MRS SHASHI RANA | [ IPAO:: CAPITAL TREASURY )
¥ Employee Monthly Transaction
Emp Code % | g8 [BSalary PeriodC  £rom 011052017 | To 31052017 Pay Stop O Yes @ No
Trea and DDO A
{9Month Year May/2017 [31) Treasury Officer - 0690Pay Band : 22:10300 34800+ Rs. 5000
Treasury Code CTOO0 - CAPITAL TREASURY W
DDO Code 105 - D.D.(TREASURY & ACCOUN Allowance -Select- ~ J|Add Deduction | ~Select- hall [
BandPay ¥ 50880 ¥ 22680 GPF [8009-01-101-00) 2 350000 =YL |
Name | IP: S
Designation Treasury Officer - 0690 HRA T 2000 2000 @  InsFnd [8011-00-107-01) T 180 =L
GPF/PRAN No. K CapAl T 400 ¥400 @  SavFnd [8011-00-407.02) 2| 420 L ]
Scale ) +
Ll s cea ¥ 250 €250 @ ITax [8688-00-112.01] 2 40000 W]
Bank Name SBOP SHIMLA EAST SHIMLA-STB .
GrdPa c 5000 @
Account No. = Y | ¥ 5000 Bl Deduction Total ? 19060.0
IR 1384 T34 §
Other Details "
HOA | CTO00-105-29-2054-00-095-01-01-S0ON-N-V-00
Allowance Total 4 67698
SubOffice/Branch
Head Split Code
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Key Field Description Allowance Enter allowance details in the respective fields such as Band
pay, HRA, CapAl, CCA, Grdpay
Deduction Enter general deduction details such as GPF, InsFnd(Insurance
Fund), SavFnd(Savingsfund, ITax(Income tax)

(i) Allowances

As can be observed from the screen below the DDO can update the following details under the ‘Allowance’
section:

* The DDO can edit the amount of the existing allowance category (HRA,CCA,GRD PAY) or;

+ To add a new allowance the DDO will select an allowance category from the dropdown box under
‘Allowance’ for e.g. if the DDO is required to add Medical Allowance s/he will select ‘Fixed Medical
Allowance’ s/he will select Fixed Medical allowance from the dropdown box.

B3 Treasuries, Accounts and Lo Employee Monthly Tran X =+ - (u] X
& > O himkosh.nic.in Y,\( = :/. Q

¥ Employee Monthly Transaction

Emp Code % a fhsalary Perioc(r From  01/05/2017 To | 31/05/2017 Pay Stop O Yes @ No
--Select--
Trea and DDO A Grade Pay 75
(Month Year| Children Education Allowance Treasury Officer - 0690Pay Band : 22:10300 34800+ Rs. 5000
Convayance Allowanc
Treasury Code GTOO00 - GAPITAL TREASURY p
~Select—-
DDO Code 105 - D.D.(TREASURY & ACCOUN Allowance Add Deduction elect ™ || Add
. Pt P Kowarce T Poereio- T
pecial Pay Allowance
- BandPay | g Transport Allowance peo GPF [2009-01-101.00] T | 35000.0 o
Name | IF; 1 Washing Allowance
Designation HRA g| Basta Allowance 00 i InsFnd [8011-00-107-01] Z 180 m i
g Treasury Officer - 0690 Boarding Allowance
GPF/PRAN No. Cash Handling Allowance - v ; . -
I CapAl ¥ Deputation Aliowance 00 @  SavFnd (8011-00-107-02) T 420 [ ]
Scale 22:10300 34800+ Rs. 5000 Design Allowance
6 " cCA 2| Electrical Allowance pso @  ITax (sess-00-112:01] T | 4000.0 &
Bank Name SBOP SHIMLA EAST SHIMLA-STB orar 223‘:}?}‘7:"‘;“’8””') i
a = ce )
Account No. Y |} Rural Health Allowance [ Deduction Tota 4 39060.0
Stationery Allowance =
e iR 131 Tool Allowance sadlll |
ther Details ~ Uniform Allowance
HOA | CTO00-105-29-2054-00-085-01-01-S00N-N-V-00 Sectt Allowance
PN Rt Adjustable Emoluments 7698 I
Leprosy Allowance
SubOffice/Branch 000 - Physically Handicap Allowance
Hard Duty Allowancs

Head Split Code co1

Key Field Allowance | Enter allowance details in the respective fields such as Band pay, HRA,
Description CapAl, CCA, Grdpay

Deduction | Enter general deduction details such as GPF, InsFnd(Insurance Fund),
SavFnd(Savingsfund, ITax(Income tax)

The following screen will appear with the added category of ‘Fixed medical allowance’. The DDO will add
the amount as per the request. E.g. in the details below the DDO adds Rs ‘100’ in the Fixed Medical Allowance.
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B Treasuries, Accounts and Lo

« >0

USR@11169 [ MRS SHASHI RANA ] [ IPAO::

himkosh.nic.in

¥ Employee Monthly Transaction

Employee Details

SubOffice/Branch 000 -

Head Split Code Go1

105 - D.D.(TREASURY & ACCOUN

Employee Monthly Tran X =+

CAPITAL TREASURY ]

iSuccess-Salary Updated Successfully

Emp Code % n fsalary PeriodiCr
Trea and DDO
~ FMonth Year May/2017 [31]
Treasury Code CTO00 - CAPITAL TREASURY
DDO Code Allowance = -Select-

PR #ovonce | @Rate | Calculated Amt_| [l General Deduction m-

BandPay T 22680

Name IP, [
Designation Treasury Officer - 0690 HRA T 2000
GPF/PRAN No. | CaopAl |7 00
Scale \ + 5
6 22:10300 34800+ Rs. 5000 cea =P
Bank Name SBOP SHIMLA EAST SHIMLA-STB
FixMed
Account No. g
GrdPay | ¥ 5000
Other Details A
IR 1384
HOA | CTO00-105-29-2054-00-095-01-01-S00N-N-V-00
DA 35984

Allowance Total

From | 01/05/2017

To | 31/05/2017 Pay Stop

Treasury Officer - 0690Pay Band : 22:10300 34800+ Rs. 5000

V| Add Deduction | -Select-

[ ¥ 22680 GPF [8009-01-101-00]

¥2000 f§ InsFnd [8011-00-107-01)

400 @ SavFnd [8011-00-107-02]

¥250 fi  ITax [8658-00-112-01)
AUl Deduction Total

B T5000

¥ 1384

1]
35084 |

e —

O Yes @ No

v | Add

35000.0
T 180 [ ]
T 420 ]
T 40000 [ ]

T 39060.0
28638.0 .

Key Field Description

Allowance

Select Allowance category

Allowance total

Total of all the allowances

Once the ‘fixed medical allowance’ is added, the ‘Allowance’ total will increase or decrease by the updated
amount. E.g., the ‘Allowance total’ will increase by Rs 100.

Note: The IR and DA will be updated automatically based on ‘Basic Pay’.
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B3 Treasuries, Accounts and Lo Employee Monthly Tran X —
é 4 O himkosh.nic.in k *

USR@11169 [ MRS SHASHI RANA ] [ IPAO APITAL TREASURY ]

Employee Monthly Transaction

Emp Code % %] fisalary PeriodC | £rom | 010522017 | To | 31/05/2017 Pay Stop O Yes @ No
Trea and DDO

e f“Month Year May/2017 [31] Treasury Officer - 0690Pay Band : 22:10300 34800+ Rs. 5000
Treasury Code CTO00 - CAPITAL TREASURY
DDO Code 105 - D.D.(TREASURY & ACCOUN Allowance -Selecl- | Add Deduction | ~Select— v || Add

BandPay T 22680 222680 GPF [8009-01-101-00) T | 35000.0 ﬁ

Name | IP b
Designation Treasury Officer - 0680 HRA % 2000 2000 f InsFnd [8011-00-107-01) 7 180 [ ]
GPF/PRAN No. | CapAl z | 100 E 400 f§ SavFnd (8011-00-107-02) T 420 n @

Scale ny 4 + RS
6 22:10300 34800+ Rs. 5000 CCA 7/ 250 ¥250 f  ITax [8658-00-112-01) % | 40000 B
Bank Name SBOP SHIMLA EAST SHIMLA-STB .
Account No. { Eaed T 100 B AL Deduction Total 4 39060.0
GrdPay % 5000 T5000
Other Details A
R 1384 T84 B Net Salary T 287380 .
HOA | CTOO00-105-29-2054-00-095-01-01-S00N-N-V-00
DA 35984 135984 i
SubOffice/Branch 000 -
Allowance Total
Head Split Code GO1

Allowance
Allowance total

Key Field Description

Select Allowance category
Total of all the allowances

(iti) Deductions

The DDO can (i) edit the existing ‘deductions’ of the employee or (ii) add a deduction category. As can be
observed from the screen given below, the DDO will select ‘Atch Vehical’ as a deduction from the salary.

B Treasuries, Accounts and Lo Employee Monthly Tran X 4= - X
&« > O himkosh.nic.in hid == Q

USR@11169 [ MRS SHASHI RANA ] [ IPAO:: CAPITAL TREASURY |

¥ Employee Monthly Transaction

Emp Code % x| fBsalary PeriodC | £rom | 01/05/2017 | To | 31/05/2017 Pay Stop

Q Yes @ No

Trea and DDO A
4Month Year May/2017 [31] Treasury Officer - 0690Pay Band : 22:10300 34800+ Rs. 5000

Treasury Code CTOO00 - CAPITAL TREASURY

Allowance = —Select— v | Add

BandPay ¥

Deduction

22680 : ¥ 22680

DDO Code 105 - D.D.(TREASURY & ACCOUN "HS*"RW ['2,6701,106703]
ITSur [8658-00-112-02]
GIS [8658-00-123-01]
AtchVeh [0070-60-800-06]
GPF [8009-01-1| ForestBT [0408-01-800-04)
LFRev [0029-00-800-01]
LFETC [0045-00-800-01]
LFFSC [0235-01-800-02]
LFAgri [0401-00-800-03]
LFHort [0401-00-800-01]
LFFruit [0401-00-800-05]
LFTchEdu [0230-00-800-08]
LFAHusb [0403-00-800-05]
LFJudAdm [0070-01-800-01]
LFMei [0210-02-800-01)
LFindus [0851-00-102-01]
LFRD [0515-00-800-01]
AtVhPWD (0059-80-800-01)
HetaRay AtVhMedi [0210-01-800-01]
AtVhHith [0210-01-800-02]

Employee Details A

8

Name | IP §

Designation HRA 7 | 2000 %2000 InsFnd [8011-0

m

Treasury Officer - 0690
GPF/PRAN No. b

B =

capAl T 400 2400 SavFnd (80114

8

Scale 3 ]
6 22:10300 34800+ Rs. 5000 ccA 2! 25 2250 |Tax [8658-00-1

o
3
L]

Bank Name SBOP SHIMLA EAST SHIMLA-STB

o

GrdPay z ¥5000

Deduction To|

5000

8

Account No. g

IR 1384 ¥ 1384

&

Other Details A

DA 35984 ¥ 35984

]

HOA CTO00-105-29-2054-00-085-01-01-S00N-N-V-00

SubOffice/Branch 000 -

Head Split Code GO1

Key Field Description

Operational Manual for DDOs

PwC

Allowance Total

T 67698

AtVHRD [0515-00-800-02]
AtVhAgri [0401-00-800-03]
AWVhIPH [0702-01-800-00]
AWVhFSC [0408-00-800-01)
FreTrvi [0055-00-800-03]
AtVhCoop [0425-00-800-01)
AtVhinds [0851-00-800-05)
AtVhFish [0405-00-800-01]

L1 EEish 10405.00.011.00)

| Deduction

| Select deduction category
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| Deduction total | Total of all the deductions |

A new deduction category will open ‘Atch Veh’ wherein the DDO can enter the amount requested. E.g. as given
in the screen below the DDO enters the amount Rs ‘200’ and clicks on ‘update deduction’.

B3 Treasuries, Accounts and Lo Employee Monthly Tran X =+ - X
& O himkosh.nic.in % —_— :/; @

USR@11169 [ MRS SHASHI RANA | [ IPAO:: CAPITAL TREASURY |

¥ Employee Monthly Transaction

iSuccess-Salary Updated Successfully

Emp Code % B8 Eisalary PeriodC  £rom 01052017 | To | 31/052017 Pay Stop O Yes @ No
Trea and DDO A 5
{“Month Year May/2017 [31] Treasury Officer - 0690Pay Band : 22:10300 34800+ Rs. 5000
Treasury Code CTO00 - CAPITAL TREASURY
DDO Code 105 - D.D.(TREASURY & AGCOUN Allowance | —Select- ] [ Hsductiog]l —seec- hal| [
BandPay ¥ 29630 [ T 22680 GPF [8009-01-101-00] ¥ | 350000
Name IF
Designation Treasury Officer - 0690 HRA Z 2000 [ 2000 @  InsFnd [8011-00-107-01] T 180 (/]
GPF/PRAN No. CapAl % 400 B 2400 @  SavFnd (8011-00-107-02) % 420 [ ]
Scale 22:10300 34800+ Rs. 5000
6 : e CCA 7 250 B ¥250 @ ITax [8658-00-112-01] % 40000 —
1
Bank Name SBOP SHIMLA EAST SHIMLA-STB ™ — g Do o
5 = n |
Account No. GrdPay 2 5000 B T5000 @  AtchVeh [0070-60-800-06] 4 IlfJ_DL _: [i]
R 1384 (RETUEM ©cuction Total _
Other Detalls - 4 39060.0
35984 T35084 |

HOA | CTO00-105-29-2054-00-095-01-01-S00N-N-V-00
SubOffice/Branch 000 -

Head Split Code Go1

Key Field Description Deduction Select deduction category

Deduction total Total of all the deductions

Note: The request to add a miscellaneous DDO deduction has to be submitted to the concerned IPAO, which in
turns creates and authorizes the deduction heads. DDOs are allowed to have a maximum of three miscellaneous
deductions as per heads in their budget books.

5.7.2. Update Employee Advance/CPS Arr/Policy detail

DDO Menu - e-Salary Updation 2 Update Adv/CPS Arr/GPF/Policy detail

This option is to be used for updating employee advances (HBA, etc.), loans, LIC (Policy) deduction, GPF
advance etc. These advances are deductible from employee’s salary. Refer to GoHP Treasury Rule number
214-27 for details on loans and advances.

DDO will make changes to the employee salary by way of inecrement, allowances, and deductions at the
beginning of each month. DDO will provide effect to changes in the salary through e-Salary system.

Note: Such changes in salary will have to be completed and intimated by DDO before 22nd of the month to
allow enough time for Treasuries to process salary electronically. Treasury will not entertain any change
communicated by DDO after cut-off date as prescribed by the Finance Department. Refer to GoHP
Treasury Rule number 125.

The DDO or salary branch of concerned Treasury can only make any changes in the particulars/personal
details of an employee. For changes made by the salary branch of the concerned Treasury, such changes will be
based on a written letter issued by the concerned DDO. Treasury will ensure that all changes are supported by
documents. Verification and generation of salary correctly, will be the responsibility of Treasury.
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(i) LIC Policy

To update the LIC details the DDO will follow the given path (DDO Menu = e-Salary updation 2 Update

Adv/CPS Arr/GPF/Policy detail). The following screen will open where the Dealing Assistant will enter

the employee code, select ‘Policy (LIC)’, and click on the search icon.
B3 Treasuries, Accounts and Lo - e-Bills X e

X

a
< () himkosh.nic.in | = Z O

IFMS - Integrated Financial Management System

Treasuries, Accounts and Lotteries
Department of Finance, Himachal Pradesh

USR@11169 [ MRS SHASHI RANA | [ IPAO:: CAPITAL TREASURY |
% Employee Loan Entry

Employee Codex % | IP3 2 QO Policy (LIC) (@ Advance Q

Best View In ® Chrome & IE 9 or Above € Mozlla firefox
% Please Ensure Pop-Up are enabled % Developed By& NIC HP State Center, Shimla, Himachal Pradesh % Be supportive with your feedback on :# addtre-hp@nic.in m

i Disclaimer: Content on this w

aged by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla.
Director ],/ addtre-hp@nic.in 99. Contents of this w I

cs Center

are informat

nly and fc

Web Information Manager:

al right or obligat

tional Inform

Key Field Description NA

The following screen will open where the DDO can update the details. The DDO will fill the ‘“Advance Entry
Form for Month Year’ as per the request received from the concerned department and fill the details for the
‘Account No/GPF/CPF’ and ‘Monthly installment amount’. E.g. in the screen below the DDO enters
Acct No as ‘1234567787’ and Monthly installment amount as ‘200°. Once the details have been entered click on
‘Save’.

B Treasuries, Accounts and Lo - e-Bills X+

e

O himkosh.nic.in

IFMS - Integrated Financial Management System i
Treasuries, Accounts and Lotteries E-Bills co a5
Department of Finance, Himachal Pradesh )
USRE11169 [ MRS SHASHI RANA ]| [ IPAO:: CAPITAL TREASURY |
¥ Employee Loan Entry
Employee Code & IP33-1022¢ ®Policy (LIC)./Advance n
Employee Details A
Employee & I1P33-10004 Designation ¥ Treasury Officer - 0690 GPF/PRAN No. *
Scale 6 Bank Name & SBOP SHIMLA EAST SHIMLA- Account No. No
Advance Entry Form for May 2017 MDetalls | Finstnuction 06 Mol
No Record found.
Advance Type. LIC v
Acc Noigpticp. AccNo 123456787
Monthly Inst T 200
Amt
——
: Save
[,
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Key Field Description Advance Type Select LIC from dropdown box
Acct No/Gpf/Cpf Enter the account no

Monthly Inst Amt The monthly amount to be entered

The following screen will open where the updated LIC details can be seen.

B3 Treasuries, Accounts and Lo - e-Bills X i

- 8 X
& O himkosh.nic.in w = 0
IFMS - Integrated Financial Management System . v/
4 Treasuries, Accounts and Lotteries E-Bills co crEEN®{ o
.-:—'f=_. Department of Finance, Himachal Pradesh M repE :

USRO11169 [ MRS SHASHI RANA ] [ IPAO:: CAPITAL TREASURY ]

¥ Employee Loan Entry
Employee Codek & P33 ®Policy (LIC)Advance n
Employee Details A
Employee &IP3 s Designation ¥ Treasury Officer - 0690 GPF/PRAN No. * HF
Scale 6V | i Bank Name & SBOP SHIMLA EAST SHIMLA- Account No. No 5
iSuccess-Advance Deduction Created Successfully.Check Monthly salary for changes.
stails (3 Instructior Note
Advance Entry Form for May 2017 Rietats | [ instruction 706 Noke
Deduction m Total Amt. | Total Install. | Monthly Install. Amt. Running Install. | Amount Recovered -
Advance.[ype: ~Select- v Lic 01 0 0 200 1 0 2@}
Acc No/gpficpf. Acc No
Monthly Inst Z 0

Amt

Key Field Description Advance Type Select LIC from dropdown box
Acct No/Gpf/Cpf Enter the account no
Monthly Inst Amt The monthly amount to be entered

The DDO can also check the updated LIC details by checking the salary details of the concerned employee who
has requested for policy deduction.

As can be observed from the screen below, the LIC details are updated and being reflected under ‘Policy
deduction’head.
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B Treasuries, Accounts and Lo Employee Monthly Tran X =+ -
& O himkosh.nic.in 1 w = @
TEHSHIY |reasunes, Accounts and Lotieries E-BIIS G0 GREEN'
Department of Finance, Himachal Pradesh 3‘7 |y

MRS SHASHI RANA ] [ IP

¥ Employee Monthly Transaction

Emp Code %  IP33- u f8salary Period  £rom 01052017 | To | 31/052017 Pay Stop O Yes @ No
Ti d DDO
ol ~ £9Month Year May/2017 (31] Treasury Officer - 0680Pay Band : 22:10300 34800+ Rs. 5000
Treasury Code CTO00 - CAPITAL TREASURY
~Select- ~Select—
DDO Code 105 - D.D.(TREASURY & ACCOUN Allowance -Selec V| Add Deduction = -Selec v || Add
S . T T T
BandPay 222680 GPF [8009-01-101-00] o | @

Name  IP33-10004 Y T 22680 T 350000
Designation Treasury Officer - 0690 HRA T 2000 ¥2000 @ InsFnd [011-00-107-01) 7 180 [}
GPFIPRAN No. CapAl T 400 T400 f  SavFnd [8011-00-107-02) T 420 i}
Scale

g CCA T 250 ) ¥250 ff  ITax [8658-00-112-01] T 40000 ]
Bank Name

TIC [s445-00-108.00) 200 |

IR 1384 1384 e _____]

Other Details A Deduction Total
35984 35084 T 39260.0
HOA | CTO00-105-29-2054-00-095-01-01-S00N-N-V-00
Allowance Total
57698
SubOffice/Branch 000 - 28438.0

Head Split Code G0

Key Field Description Update LIC deduction are reflected in Employee’s salary

[€1)) Advances

To update the Advance (HBA, GPF, etc.) the DDO will follow the given path (DDO Menu > e-Salary
updation 2 Update Adv/CPS Arr/GPF/Policy detail). The following screen will open where the Dealing
Assistant will enter the employee code and select ‘“Advance’ and click on the search icon. The following screen
will open where the DDO will enter details as per the request.

B3 Treasuries, Accounts and Lo [ - e-Bills x 4+ = =] ®
@ 4 O himkosh.nic.in, m ’:\' = :’; Q
USRO11169 | MRS SHASHI RAMA | [ IPAD:: CAPITAL TREASURY |

T Employee Loan Entry

Employee Codedk 8  IP33-10004 Policy [L,ca- ‘Advance
e
Empioyee Details ~
Employee & IP33-10004 Designation & Treasury Officer - 0690 GPFIPRAN No. *
Scale 6 3 Bank Name & SBOP SHIMLA EAST SHIMLA. Account No. No

Advance Entry Form for May 2017 MDetalls  [Jinstruction &8 Note

No Record found.

Advance Type. ~Select. -
Sanc No. No

Sanc Date. i

Acc Nolgpticpt. Act No

Sanctioned T o

Amt.

Max Inst Count. No 0

Monthly Inst 2o

Amt

Current Inst No | 0

Count.

Key Field Description | Advance Type | The type of advance that is requested
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Sanction No. Enter the sanction no. of the advance

Sanction Date Enter the sanction date of the advance

Acct No/gpf/cpf Enter the account no for the GPF/CPF

Sanctioned amt Enter the total sanctioned amount

Max Inst Count Enter the instalment count in which the advance
will be paid back

Monthly Instl amt Enter the amount of the monthly instalment

Current Inst amt Instalment amount for the current month

Amount Recovered | The amount recovered till date

The DDO will select the Advance type from the dropdown box as per the request letter. The following are the
advance type, which are applicable for advance.

B Treasuries, Accounts and Lo - e-Bills X =+ - (w) X
_ ey
&~ O himkosh.nic.in m % = 4 0
EINPIUYEE LIS ~
Employee a Designation &  Treasury Officer - 0690 GPF/PRAN No. * i
Scale 6 Bank Name % SBOP SHIMLA EAST SHIMLA- Account No. No
Advance H raage MDetails [ Instruction  ©f Note

No Record found.
Advance Type.

Sanc No.

Sanc Date.

Acc Nolgplicpf.

Sanctioned T | 200000
Amt.

Max Inst Count. No 20
Monthly Inst T 10000
Amt

Current Inst No

Count,

Amt Recovered (Including current month

Amt Recovered. T o0

Key Field Description Advance Type The type of advance that is requested
Sanction No. Enter the sanction no. of the advance
Sanction Date Enter the sanction date of the advance
Acct No/gpf/cpf Enter the account no for the GPF/CPF
Sanctioned amt Enter the total sanctioned amount
Max Inst Count Enter the instalment count in which the advance

will be paid back

Monthly Instl amt | Enter the amount of the monthly instalment
Current Inst amt Instalment amount for the current month
Amount Recovered | The amount recovered till date

Once the Advance type is selected, the DDO will enter the ‘Sanction No’, ‘Sanction Date’, and the
‘Account No’ total ‘sanctioned amount ‘given as advance; ‘Max.Inst Amount’. no. of instalments in
which it will be paid back and ‘Monthly Inst Amt’ amount of each installments. E.g. in the screen below the
DDO enters a sanctioned amount of Rs 200000, with maximum instalments of 20 and with a monthly
instalment amount of Rs 10,000.
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B3 Treasuries, Accounts and Lo - e-Bills x + - (n ]
& 5 O | himkoshricin M*% = 4 Q
e ~
Employee & 1P33.10004 Designation #  Treasury Officer - 0690 GPF/PRAN No. * |
Scale 8 Bank Name & SBOP SHIMLA EAST SHIMLA- Account No. No
Advance Entry Form for May 2017 NOetalls | K instruction o€ Note
Nao Record found.
Advance Type. GplAdy v
Sanc No. No  fintrb123
Sanc Date. 121052017
Acc Nolgpficpf. Ace No | HGA-12345
Sanctioned ¥ | 200000
Amt.
Max Inst Count. No | 20
Monthly Inst ? 10000
Amt
Current Inst No
Count.
ed (In f
Amt Recovered. z 0
pre—
) ﬁiﬁ 'Zanml
Key Field Description Advance Type The type of advance that is requested
Sanction No. Enter the sanction no. of the advance
Sanction Date Enter the sanction date of the advance
Acct No/gpf/cpf Enter the account no for the GPF/CPF
Sanctioned amt Enter the total sanctioned amount
Max Inst Count Enter the instalment count in which the advance
will be paid back
Monthly Instl amt Enter the amount of the monthly instalment
Current Inst amt Instalment amount for the current month
Amount Recovered The amount recovered till date

5.7.3. Employee DDO Deduction

The duty of noting proper deductions to be made from pay-bills on account of funds and other deductions, e.g.,
rent of Government residences, funds subscription etc., devolves on the drawers of the bills. Responsibility for
recoveries due from Government servants because of attachment orders issued by courts of law should be of the
DDO. The DDO will remit the amount to the court concerned, obtain the receipt, and file it in attachment
register. Similarly, the recoveries due from Officials on account of loans raised by the officials from the banks
will be remitted by the DDO through Demand Drafts.

No discretion is, however, allowed to the DTO/ TO in carrying out an order received from the AG(A&E)HP /
AG(Audit)HP or a Fund Examiner to make any particular deduction.

Note: Please refer GoHP Treasury Rule number 131-137 for details on employee deductions

DDO Menu = e-Salary Updation 2 Employee DDO Deduction (Add/Remove)

The DDO deduction refers to recovery of loans or any other kind of deduction done from the employees’ salary
by the DDO. These deductions are specific to DDOs and are different from common deductions.

Note: This menu will only be visible to the DDO, if the concerned Treasury has configured it in DDO master
from the menu IPAO Menu -2 IPAO Masters = DDO Master. For this DDO has to send a request letter to
the concerned Treasury. Bank account details are also entered in the DDO master.
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To perform the DDO related deduction the DDO will follow the above path. The following screen will open
where s/he will enter the employee code and press ‘Go’.

B3 Treasuries, Accounts and Lo DDO Deduction - e-Bill: X = o X

é % O himkosh.nic.in

IFMS - Integrated Financial Management System
Treasuries, Accounts and Lotteries
Department of Finance, Himachal Pradesh

% DDO Related Deduction

Employee: & | 1P33-10004] x | Go
Best View In & Chrome & |E 9 or Above € Mozilla firefox
e % Please Ensure Pop-Up are enabled % Developed By& NIC HP State Center, Shimla, Himachal Pradesh % Be supportive with your feedback on :# addtre-hp@nic.in m
v Disclaimer: Content on this website is published and managed by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla. F
Web Information Manager: Sh Deepak Bhardwaj [ Additional Director ], #d addtre-hp@nic.in 93. Contents of this website are informative only and for b confer any
legal right or obligation. Website designed by National Informatics Center
Microsoft Edge blocked a pop-up from himkosh.nic.in. Allow once \v/ Always allow X

Key Field Description | Employee Code | Enter the employee code

The following screen will open where the DDO will update the details by clicking on ‘New’.

B Treasuries, Accounts and Lo DDO Deduction - e-Bilk % =+ _

&~ O himkosh.nicin V @ ¥ =

IFMS - Integrated Financial Management System

fesr®ry Treasuries, Accounts and Lotteries E-Bills GO GI A L

Department of Finance, Himachal Pradesh

11169 [ MRS SHASHI RANA | [ IPAO:: CAPITAL TREASURY |

¥ DDO Related Deduction

Employes: & 1P33-10004 I.i_ll".m" nort | PDF -t':t-.] Branch Wise Deduction...

1. Recovery of Loans / Other Deductions from Employee by the DDO out of NET Salary

Deduction: —Select- Amount: 2 A

2 Recovered Amount to be deposited in Below DDO Account
Credit Bank: SBOF Credit Acc No: L 4

Loan Prefix: No. Loan Acc No: No.

ed Groups{eg. PNBHBA, SBIHBA, SOCLOAN etc.] *Alloted by BankiAgencies otherwise emy

Employee Amount Creditor Bank Credit Account Number _

1P33-10004 P-Other ¥ 250 SBOP KASUMPTI SHIMLA Ej D
Key Field Description Deduction Select deduction from dropdown box
Amount Enter amount to be deducted
Credit Bank Enter Bank name to be credited
Loan Prefix Enter Loan prefix such as PNBHBA,
SBIHBA,SOCLON
Operational Manual for DDOs 6 December 2017
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| Loan Account No. | Enter Loan Acct No |

The following screen will open where the DDO can add a new deduction from the dropdown box. These can be
for various categories such as Housing loan, Car Loan, Personal loan, Retirement fund etc. In the e.g. given
below we select ‘C-Bank Loan’.

B3 Treasuries, Accounts and Lo DDO Deduction - e-Bill: X == = (=] X

6 4 O himkosh.nic.in ] ﬁ = -/

IFMS - Integrated Financial Management System -
Treasuries, Accounts and Lotteries E-Bills o grEEN'
Department of Finance, Himachal Pradesh ey \ P
ITAL TREASURY ]
¥ DDO Related Deducti
Employee: s . — | Branch Wise Deduction..
1. Recovery of Loans / Other Deductions from Employee by the DDO out of NET Salary
Deduction: Amount: 4
2.Recovered Amount to
Credit Bank: Credit Acc No: T 55070883971
Loan Prefix: Loan Acc No: No.
1P33-10004 P-Other T 250 SBOP KASUMPTI SHIMLA 55070883971 =8

Key Field Description Deduction Select deduction from dropdown box
Amount Enter amount to be deducted
Credit Bank Enter Bank name to be credited
Loan Prefix Enter Loan prefix such as PNBHBA, SBIHBA,SOCLON
Loan Account No. | Enter Loan Acct No

To recover the amount from the deduction the DDO will enter details such as ‘Amount’, ‘Loan Prefix’,
‘Loan Account No’ and click on ‘Save’.
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[ Treasuries, Accounts and Lo DDO Deduction - e-Bill: X =+ - X
&« > O himkosh.nic.in kg = 4 @
VA Ty IFVIS - INtegrated Financial management Sysiem .
f&F®YY Treasuries, Accounts and Lotteries E-Bills co s REEN'
Department of Finance, Himachal Pradesh - ‘ por
MRS SHASHI RANA ] [ IP APITAL TREASURY |
DO Related Deduction
Empioyes: + I ] i Branch Wise Deduction...
1. Recovery of Loans / Other Deductions from Employee by the DDO out of NET Salary
Deduction: C-Bank Loan v Amount: T | 1000
2 Recovered Amount to be deposited in Below DDO Account
Credit Bank: SBOP KASUMPTI SHIMLA STBP0000717 Credit Acc No: :
Loan Prefix: No. | 12345 v Loan Acc No: No _
DDO Defined Groupsfeg. PNBHBA, SBIHBA, SOCLOAN etc.] FrAlioted by Bank/Agencies otherwise employee
empioyoo —Jooduction ———Lamount ——Jorearorsane ———————Joroat Accoumtmomoor |
] P-Other ¥ 250 SBOP KASUMPTI SHIMLA 55070883971 G| &|

Key Field Description Deduction Select deduction from dropdown box
Amount Enter amount to be deducted
Credit Bank Enter Bank name to be credited
Loan Prefix Enter Loan prefix such as PNBHBA, SBIHBA,SOCLON
Loan Account Enter Loan Acct No
No.

5.7.4. ITAX Calculation
DDO Menu-= e-Salary Updation =2 ITAX Calculation

The salary portal is also used for Income Tax calculation for deduction if any. The DDO will follow the above
path and the following screen will open. To view the income tax of the employee the DDO will enter ‘employee
code’ and the applicable financial year’ and then click on ‘Search’. Once the employee clicks on search,
the tax details of the employee will open as can be seen below.
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B Treasuries, Accountsand Lo [@ Employee Income Tax- X =+ =

s
& > O | nimkoshicinesalary/WebPages/wimiPAOEmployeelTasPrevious | = Z O

X

IFMS - Integrated Financial Management System i
f&A®Y Treasuries, Accounts and Lotteries E-Bills GO GREEN

—— Department of Finance, Himachal Pradesh \ With e-Salary

ITAL TREASURY |
% Update Employee Income Tax Calculation Form

eroceoct | o) I vk (@] s
N [Cocan o [

Tax Head Description From eSalary Arrear Paid by DDO Reported by Officer Net Amount
1. Gross Salary 611612 155089 766701

2. Less Allowances to the extent exempt u/s10

4. Deductions under section 16

(a) Standard Deduction 0
(b) Entertainment Allowance 0
(c) Tax on Employment 24000 24000

7. Any other income Reported by employee

B Treasuries, Accounts and Lo [# Employee Income Tax - X | =+ = g X
é - O | himkosh.nic.in/eSalary/WebPages/wfrmIPAOEmployeelTaxPrevious * ‘ = :‘:

(b) 80DD o (]

(c) 80G (PM relief fund) 0 0

(d) 80D (Health Insurance premium) 0 ]

(e) BOC (gpf.gis.lic,pli,hbl,Othr Saving etc) 3106880 0 1] 150000

(f) BOCCF (Infrastructure Bond)

12.Tax on total income 42940

13.Rebate and Relief Under Chapter VIII

16.Relief under section 89 (attach details)

18.Less tax Deducted at Source 44230 44230

19.Less Deducted Education Cess

C:alculate Tax Iii i:l

Key Field Description NA

The DDO is authorized to edit the yellow boxes e.g. in the following screen the DDO adds Rs ‘1000’ under
Section 80 DD and then click on ‘Calculate tax’ to view the updated tax details. This facility is available only
to facilitate the DDOs to calculate and deduct the Income Tax. The valid FORM-16 can be generated by the
DDOs from TRACES.
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3 Treasuries, Accounts and Lo Employee Income Tax - X =+ = X
& O himkosh nic.in ¥ = &
- w
(b) 80DD 1000 1000
(c) 80G  (PM relief fund) 0 0
(d) 80D (Health Insurance premium) 0 0
(e) 80C (gpf,gis,lic,pli,hbl,Othr Saving etc) 310680 0 0 150000
(f) BOCCF (Infrastructure Bond) 0 0
10.Aggregate of deduct amounts under Chapter VI-A 151000
11.Total Income [8-10] 588701
12.Tax on total income 42740
13.Rebate and Relief Under Chapter VIII 0
14.Tax Payable on total income[12-13]&Surcharge thereon 42740
15.Education Cess 1282
16.Relief under section 89 (attach details) 0 0
17.Tax payable [14+15-16] 44022
18.Less tax Deducted at Source 44230 0 44230
19.Less Deducted Education Cess o ) 0
20.Tax payable/refundable [17-18-19] -208
[ Tox [BY

ey Field Description NA

Note: As regards the recovery of Income Tax, DTO/ TO is concerned solely with the certificate by the DDO
that recovery at the time of payment of salaries at the rates applicable to the estimated income of the
Government Servant from the head “Salaries” has been made by the DDOs. Responsibility of deduction
Income Tax from salary should be as per provisions of section 192 of Income Tax act, 1961 as amended upto
date. Refer to GOHP Treasury Rule no 131 (2) for ITAX deductions.

5.7.5. Recalculate Monthly Allowance

DDO Menu- e-Salary Updation 2 Recalculate Monthly Allowance

The above path is used in cases where a recalculation in monthly allowance such as Dearness Allowance, for all
the applicable employees is required. This option recalculates the monthly allowances for all the applicable
employees, in case some employees were missed.

B Treasuries, Accounts and Lo Recalculate Allowance X =+ - X
&« O himkosh.nic.in pxd =

Z O

& IFMS - Integrated Financial Management System )
Treasuries, Accounts and Lotteries E-Bills g0 GREEN"

Department of Finance, Himachal Pradesh

USRO11169 [ MRS SHASHI RANA ] [ IPAO:: CAPITAL TREASURY |
X Re-Calculate Allowance

Trea Codex CTOO00 - CAPITAL TREASURY Vv || 105 - D.D.(TREASURY & ACCOUNTS) v || 052017 | Generate Salary

Reprocessed Pei

No BUDID Heads of Account Split Code Total Employees Salary Processed Balance Process
n 5657 CTO00-105-29-2054-00-095-01-01-SOON-N-V-00 Go1 13 6 7 E

a 5657 CTO00-105-29-2054-00-095-01-01-S00N-N-V-00 NO1 24 2 22 @

n 5657 CTO00-105-29-2054-00-095-01-01-SO0N-N-V-00 NO2 4 0 4 9]

n 16834 CTO00-105-29-2054-00-095-04-01-S00N-P-V-00 GO1 2 1 1 @

B 6834 CTO00-105-29-2054-00-095-04-01-SOON-P-V-00 G02 1 (] 1 o]

0 1834 CTO00-105-29-2054-00-095-04-01-SOON-P-V-00 NO1 4 1 3 B

Best View In & Chrome £ IE 9 or Above & Mozilla firefox
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Note: Ideally, the “generate monthly salary” option recalculates the allowances, but some employees
might be left out in that process. This step is performed to ensure that the left out employees are included as
well. This step should be performed before generation of monthly salary.

5.7.6. Check Negative Salary

DDO Menu - e-Salary Updation =2 Check Negative Salary

In some cases, due to erroneous deductions such as GPF, employee salary might go into negative. E.g., GPF
deduction for an employee instead of INR 100.00 is added as INR 10000.00 by mistake. In this case, the net
salary of employee might be negative. This option helps in finding such employees so that changes can be made
accordingly to rectify the error.

The DDO will follow the above path to check the negative salary generated in a month. In this e.g. when the
Dealing Assistant selects salary month, Treasury, DDO, Accounting head, the ebills module displays ‘No
salary pending or negative’.

B3 Treasuries, Accounts and Lo Negtive Salary Check X =+

= [n] X
& 4 O himkosh.nic.in * ‘ = :/- Q
IFMS - Integrated Financial Management System v \
Treasuries, Accounts and Lotteries E-BI”S GO GREEN
Department of Finance, Himachal Pradesh - With e-Sal
= Wi alary
1P33-1 »
MRS SHASHI RANA | [ IPAO: CAPITAL TREASURY |
¥ Negative Salary
Salary Monthk £ | 042017 v Treasuryk CTO00 - CAPITAL TREASURY DDO* 105 - D.D.(TREASURY & ACCC v
Account Head: CT000-105-29-2054-00-095-01-01-SOON-N-V-00 v Split Code: Go1 v
No Emp Code Head Desc Split Code Allowance Amt Ag Ded TO Deduction DDO Deduction Net Amt
No Salary Pending or negative
Best View In @& Chrome £ IE 9 or Above &) Mozilla firefox
e % Please Ensure Pop-Up are enabled % Developed By NIC HP State Center, Shimla, Himachal Pradesh i Be supportive with your feedback on :# addtre-hp@nic.in m
wl Disclaimer: Content on this website Is published and managed by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla. For any qu
Web Information Manager: Sh Deepak Bhardwaj [ Additional Director ],/ addtre-hp@nic.in 99. Contents of this website are informative only and for benefit of

legal right or obligation. Website designed by National Informatics Center

Key Field Description NA

Operational Manual for DDOs 6 December 2017
PwC Strictly private and confidential 39



Final
Private and confidential

5.8. Monthly Pay Bill generation and submission of pay
bill to Treasury

This is the main salary process for monthly pay bill generation and submission to Treasury for settlement.
DDO will prepare and submit a change report of all the employees’ salary to the TO/DTO upto 22nd of every
month.

5.8.1. Step 1: Prepare Deductions, allowances and recoveries of all
the employees
Before processing the salary, the DDO has to ensure that all the deductions, allowances,

income tax details and are updated in the e-Salary system. All steps for updating monthly salaries
and various allowances and deductions of employees have already been discussed in previous section such as:

4+ Update monthly salary (allowances and deductions)>2
+ Update Employee Advances3

+ Employee DDO deductions

4+ ITAX calculations+

Also, as a safeguard measure, “Recalculate Monthly Allowances” and “Check Negative Salary” options can also
be run to ensure that all allowances are added and no employee has negative salary.

Note: The classification of employees as per gazette and non-gazette N1, N2, etc. has been pre-configured in
the system. Hence, bills are also generated separately for each classification.

5.8.2. Step 2: Prepare a Periodical Increment Certificate for all the
employees

After making all allowances, deduction, etc. the DDO also needs to check for employees for whom increments
are due. The DDO maintains a register mentioning the joining date of every employee in a service book. As per
Fundamental Rules on completion of one year of service, an increment of 3% has to be given to the employees.
The DDO will update the employee salary by giving an increment on Basic and Grade pay for the month in
which a particular employee is completing one year. This can be done from the Update monthly Salary option as
discussed under section on Salary Updation (DDO). The DDO will also prepare a Periodical Increment
Certificate, manually, which will be submitted to Treasury. Refer to GoHP Treasury Rule number 166.

5.8.3. Step 3: Generate Monthly Salary

Before performing this step, please ensure that all monthly changes in employee’s salaries has been performed
correctly.

DDO Menu = e-Salary Updation 2 Generate Monthly salary

The DDO will follow the above path to generate the monthly salary after all deductions, allowances, income tax
details, etc. have been updated for the employees. This step is performed to ensure that all the changes in the
allowances and deductions are recorded under particular Heads of Account (HoAs) in the system for all the
employees.

2 Refer to GoHP Treasury Rule no 132 for details on court ordered deductions
3 Refer to GoHP Treasury Rule nos 136, 137 for GPF deductions
4 Refer to GoHP Treasury Rule no 131 (2) for ITAX deductions
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Treasuries, Accounts and Lo Bulk Process X I
é > O himkosh.nic.in

MRS SHASHI RANA ] [ IPj CAPITAL TREASURY ]

S|
% Generate Current Monthly Salary

No BUD ID Heads of Account

n 5657 CT000-105-29-2054-00-095-01-01-SOON-N-V-00
B 5657 CTO00-105-29-2054-00-095-01-01-SOON-N-V-00
n 5657 CTO00-105-29-2054-00-095-01-01-SO0N-N-V-00
o 16834 CTO00-105-29-2054-00-095-04-01-S00N-P-V-00
B 16834 CTO00-105-29-2054-00-095-04-01-S00N-P-V-00
o 16834 CTO00-105-29-2054-00-095-04-01-S00N-P-V-00

Trea Codex CTOO00 - CAPITAL TREASURY Vv

IFMS - Integrated Financial Management System
Treasuries, Accounts and Lotteries
Department of Finance, Himachal Pradesh

105 - D.D.(TREASURY & ACCOUNTS) v

Total Employees

Unprocessed Pending Bills (Check Balance

Split Code

Go1 13
NO1 24
NO02 4

GO1 2

G02 1

NO1 4

052017 | Generate Salary

Salary Processed Balance Process
6 7 a
2 22 @
0 4 Eﬂ‘
1 1 @
0 1 @
il 3 @

E-Bills GO GI
D

Best View In @ Chrome & IE 9 or Above € Mozilla firefox

Key Field Description

1

o8~ I

> PM

Multiple paybills for a DDO may be generated based on CPF/GPF nomination nd
gazetted/non-gazetted employees and difference of Head of Account.

5.8.4. Step 4: Extract a change report on e-Salary (Report Menu->
e-Salary pay bills 2PayBill/Outer/Change report)

DDOs will prepare and submit a change report of all the employees salary under their authority to the DTO/TO
upto 2214 of every month. The change report will mention all the changes that has been done for all the
employees. This step should be done only after monthly salary is generated (as above step) to ensure that all the
allowances and deductions done per employee will be reflected in the change report. The system generated
‘Change report’ should carry remarks for any changes in salary as compared to the previous month. Change
report is submitted along with supporting documents. Please refer to GoHP Treasury Rule no 127.

@,- hitp://himkosh.nic.in/eSalary/WebPages/Front

L~c H (22 Treasuries, Accounts and Lulle...| §@ Dash Board - e-Bills

: | ‘

Dg
A

File Edit View Favorites Tools Help

Department of Finance, Himachal Pradesh

eSalary PayBills ->
eSalary Misc Reporis > |
7777777 DDO Bills ——

Current Month Retirements ([}

DA Report
Prev Salary / Salary Arrear

. |

Retirement Noiification dated 10-5-
2001

Alncome Tax
Attention: Itis noticed t
of individual employees
Treasury.

All Class-IV Govt. servant appointad on or
after 10-05-2001 shall retire from service
on the aftemoon of the last day of the
month in which he aftains the age of 58
years.

List of Heads of Account
Description of Head of Account
Search Pensioner By Treasur‘,‘m

Search Pensioner By Treasury,pen
class,pay commission and pen type

IFMS - Integrated Financial Management System
Treasuries, Accounts and Lotteries

Pay BillOuter/Change report

Bulk Printing

-—Schedule——

Insurance & Saving Fund
Advance Deduction Type Schedule
General Deduction Type Schedule
GPF Schedule

Policy Schedule
——Atquittance——

By Branch/ Office

By Account Head

Salary Slip

Account Head Summary
Branch summary
Cheque Print Status
Monthly Salary Status

Bill Detail By Warrant Number
Print LPC
Print NPS 81 Form

tax in wrong head
tation of Bill by

& Total Employees

& Active Employees

& In Active Employees

@ Retired Employees

& GPF Employess

& CPF Employees

& Employees without GPF-CPF
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The change report will mention details such as changes in the basic pay, changes in HRA, allowances, advances
and deductions. It captures information for previous month and changed information for current month.

Note: In case there are no changes in monthly salary, no change report will be required.

Exception: In case the salary bill is prepared manually for any employee the details of the salary paid
including the details of arrears, allowances and deductions will be updated immediately in the e-Salary module
by the DDO of concerned Treasury. This has to be done within a period of 15 days from the date on which
manual salary was approved by the DTO/ TO of concerned Treasury. It will be mandatory for DDOs to mention
IP Number of employee whose manual bill is presented in Treasury. The manual salary bills will be processed
after first of succeeding month. DDO/ Treasury will ensure that salary is not disbursed through ECS in respect
of employee whose salary is being disbursed manually. It will be mandatory for DDOs to raise all salary related
pay-bills including for arrears, part- payments etc. through e-Salary module. Such bills will be prepared on
HPTR 2 in E-Bills.

5.8.5. Step 5: Extract the Account Heads Master (Report Menu 2E-
Salary Miscellaneous Report 2 Account Head Master)

The DDO will extract the Accounts Head Master by following the above-mentioned path.

File Edit View Favorites Tools Help

X Find: | poo Previous Next ‘ Options v ‘
IFMS - Integrated Financial Management System = (Y4
Treasuries, Accounts and Lotteries E-Bills ¢ GREEN® #7
Department of Finance, Himachal Pradesh ‘: thh‘(‘ ;;mry /4

USRO1351 [ SUMANGUPTA ] [ IPAO:: C4 eSalary PayBills ->
eSalary Misc Reports ->

Employee Information

Treasuryk CT000-C, ———DDO Bills -— ! Account Head Master v | Print |
DA Report Misc Report (PBR/ITR/Validation)
Prev Salary / Salary Arrear Bank Wise Employee Detail

Current Retirment Status

Income Tax Form16 - Form24 }
Bes! ox

% Please Ensure Pop-Up are enabled % Developed By& GPF/ CPF Code List ¥ Be supportive with your feedback on - addire-hp@nic.in m
Saving Acc Check List al Pradesh, Shimia.
User Log Status formative only and for be:

User Login Master
User Wise Entry
Blank CPF Schedule

[ http://himkosh.nic.in/eSalary/ParameterPages_Reports/wirmIPAOAccountHead.aspx }

Key Field Description NA

Once the DDO will click on ‘Account Head master’, the following screen will open. The Dealing Assistant
will select the Treasury and DDO and once the report is extracted, s/he will click on ‘Print’. The report will
contain head-wise, employees’ gross pay and net pay for each DDO.
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m‘ hitp://himkoshnic.in/eSalary ParameterPages Report £ ~ X || O himkosh.nicin =

File Edit View Favorites Tools Help

% Find: | poo

Key Field Description

| Previous Next ‘ Options v ‘

IFMS - Integrated Financial Management System
f@H®IT Treasuries, Accounts and Lotteries

Department of Finance, Himachal Pradesh

Treasurykx DDOX

CTO00 - CAPITAL TREASURY V

USRO1351 [ SUMANGUPTA ] [ IPAD:: CAPITAL TREASURY ]
¥ Account Head

500 - DISTRICT TREASURY OF Vv

Y
E-Bills go GrEEN®

With e-Salary

-

-
2] eSalary [ Report] -- Webpage Dialog - - -

-y —— —

[7’@3 http://himkosh.nic.in/eSalary/ParameterPages_Reports/wfrmIPAOCRV

‘ In A addtre-hp@nic.in

' Discial
Web Inf¢
egaingn{ | 14 4 [t Jofz b 2l ¢ [100% v |Find I next B+ & &
Account Head Summary as on 29-08-2017
CTO00 - CAPITAL TREASURY
500 - DISTRICT TREASURY OFFICER
1 Account Head Status

CT000-500-29-2054-00-097-01-01-S00N-N-V-00

1

Barding this website, please contact the &6
A | Piic. However, these do not confer any

NA

5.8.6. Step 6: Submission of monthly change report to the Treasury

Jor processing of salary

The DDO will submit the “change report” with all supporting documents e.g. PIC (Periodical Increment
Certificate) and Account Head Master report, to the attached Treasury.

5.8.7. Step 7: Processing of monthly bills at the Treasury.

Once the salary details are updated by DDO and the change report along with supporting documents and
account head summary are sent to Treasury, the Treasury would verify the salary bills, generate DDO-wise
warrant numbers, and generate ECS file. DTA will then download bank-wise ECS file, which will be send to
banks for final payment through NPCI (National Payments Corporation of India).
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5.9. Reports
There are following reports available in the e-Salary system, which are accessible to both DDOs and TOs.

Report Menu -> eSalary PayBills

) HP-OLTIS x Bulk Process - e-Bills x e - X
€< C | ® himkosh.nic.in/eSalary ages/wfrmIPAOProcessGenerateSalaryOfCurrentMonth Q %
31 Apps [ ePension--Individuz [} @govin [3 ePension--Individuz= [J Treasuries, Accounts
e Department of Finance, Himachal Pradesh e With o-satary 2 -
USR@11210 [ MR VINOD KUMAR 1 [ IPA( s
eSalary Misc Reports > Bulk Printing
,,,,,,, DDO Bills ———- | — _SEhadile— snerate Salary
DA Report Insurance & Saving Fund

. |
Prev Salary / Salary Arrear | Advance Deduction Type Schedule

S General Deduction Type Schedule
* Please Ensure Pop-Up are enabled % Developed By.&. GPF Schedule % Be supportive with your feedback on :#4 addtre-hp@nic.in
d managed by Department Policy Schedule Pradesh, Shimla. For any query rel

dditional Director ] Aad({  ____ Acquittance-——- fmative only and for benefit of the pu
nformatics Center.

se contact the &&

wi Disclaimer: Co
Web Information
legal right or o

not confer any
By Branch/ Office

By Account Head

Salary Slip

Account Head Summary
Branch Summary

Cheque Print Status

Monthly Salary Status

Bill Detail By Warrant Number
Print LPC

Print NPS S1 Form

ENG 11:37

@ ~FD O 00r O

Table 5: Report Menu -> eSalary PayBills

Name of the Report

1. Pay Bill/Outer/Change report  There are options for Pay Bill Outer, Updated Pay bill, Allowance
Change Report, Deduction Change Report. These report contain
DDO-wise, bill-wise, details of employee allowances and deductions.
Outer report is a description for pay bill which is submitted to AG.
These are monthly change report for allowances/deductions.

2. Bulk Printing This report is use for printing the entire paybill.

3. Insurance & Saving Fund This report contains GIS details DDO-wise.

4. Advance deduction This report contains deduction-side schedule (GPF, HBA)

5. General deduction General type of deductions schedule report

6. GPF schedule DDO-wise, bill-wise GPF dedcution report

7. Policy Schedule LIC schedule report

8. By branch/office DDO-wise, bank-wise, bank accounts details of each employee

0. By Account Head Acquitance roll out monthly report for net pay with bank account
details and BT details.

10. Account Head Summary Head-wise, employees, gross pay and net pay for each DDO. Total
employee, gross and net amount.

11. Branch Summary DDO-wise, total employee and net amount report

12. Cheque Print Status From here cheque details (printed, pending) such as warrant no, net
amount, bills can be seen for DDOs. Cheque are applied on salary
bills after verification.

13. Monthly Salary Status DDO-wise, total bills, total employee, salary prepared, salary
pending, total bill, and cheque details and amount report

14. Bill Detail By Warrant Warrant number details can be seen from this option containing, bill

Number number, with amount under each head

15. Print LPC Printout of generated LPC can be taken from here

16. Print NPS S1 Form DTO option for CSRF form printout
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Report Menu -> eSalary Misc Reports

0 HP-OLTIS x Bulk Process - e-Bills X e o X
€« C | ® himkosh.nic.in/eSalary/WebPages/wfrm|PAOProcessGenerateSalaryOfCurrentMonth @ %
i Apps [} ePension--Individuz [ @govin [} ePension --Individuz [ Treasuries, Accounts

IFMS - Integrated Financial Management System
Treasuries, Accounts and Lotteries
P Department of Finance, Himachal Pradesh

| 3

USR11216 [ MR VINOD KUMAR ] [ IPA(
eSalary PayBills ->
eSalary Misc Reports -> Employee Information
------- DDO Bills —--—-
DA Report

i -~
| Account Head Master Generate Salary
|

Prev Salary / Salary Arrear !
|

Misc Report (PBR/ITR/Validation)

Bank Wise Employee Detail

Current Retirment Status
Bes fox

* Please Ensure Pop-Up are enabled X Developed By2l Income Tax Form16 - Form24 % Be supportive with your feedback on - addtre-hp@nic.in m

i Disclaimer: Content on this website is published and managed by Department GPF/ CPF Code List al Pradesh, Shimla. For any query regarding t
Web Information Manager: Sh Deepak Bhardwaj [ Additional Director 1,4 ad| Saving Acc Check List formative only and for benefit of the public. How
Website designed by National Informatics Center.

legal right or obligation
User Log Status

User Login Master
User Wise Entry
Blank CPF Schedule

Key Field Description NA

Table 6: Report Menu -> eSalary Misc Reports

Name of the Report | Deseription

17. Employee Information Employee details under a DDO containing employee registeration
details
18. Account Head Master This report contains the status of Head of Accounts of DDOs
19. Misc Report PBR: Pay bill report of employee
(PBR/ITR/Validation) ITR (income tax paid, and dedcuted month wise) for an employee report

Employee Validation: month, gross pay, account branch and acccount
number report

20. Bank Wise Employee Detail Bank-wise, pdf, excel or text report of employees’ saving accounts
21. Current retirment status DDO-wise, employee report due retirement in next 1 year.
22, Income Tax form 16-Form  Income tax Form 16 and Form 24 report
24
23. GPF/CPF Code list CPG/PRAN and GPF nomination for employees report
24. Saving Acc Check List Not working
25. User Log Status Admin menu (NIC)
26. User Login Master Admin menu (NIC)
27. User Wise Entry Admin menu (NIC)
28. Blank CPF Schedule Admin menu (NIC)

Table 7: Report Menu-> DA Report

Name of the Report | Description _ _ |

29. Bill and Schedule DA arrear report for the last year
30. Cash Schedule Report on CPF paid to employee (cash) after DA deduction

Table 8: Report Menu-> Prev Salary/Salary Arrear

Name of the Report

31. Prev Salary/Salary Previous salary and salary arrear, DDO-wise, month-wise report for bills
Arrear
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5.10. A note on BT/AG deductions from salary

There are various BT and AG deductions from employee’s salary, for which either reporting to the concerned
agency or transfer of funds is required. In this section, the following BT/AG deductions have been explained:

1. Income tax deductions (BT deduction)
2. NPS deductions (BT deduction)

3. LIC deductions (BT deduction)

4. GPF deduction (AG deduction)

5. GIS deduction (BT deduction)

% For Income tax, reporting is performed at TO/DTO (form 24G) and DDO (Form 24Q) levels for tax
deducted.

% GPF deduction being an AG deduction nothing else is required from Treasury or DDO level since process is
performed at AG level.

+ For NPS, DTOs are responsible for verification of contribution amounts and DTA is responsible for
reporting and funds transfer to NSDL account.

For LIC deductions, a government cheque for the transfer amount is issued by the DTO to the agency.

Other AG deductions are MCA (Motor Car Advance) and Education advance (Refer to GoHP Treasury
Rules 214-217)

Income tax deductions

Income tax deductions from employees’ salaries is done at the DDO level against the Head of Account 8658-00-
112-01. Then on a monthly basis, Treasuries (DTOs) are supposed to file form 24G, which are used by them to
file returns with Income Tax department. DDOs file form 24Q on a quarterly basis.

Note: While filing form 24Q it should be ensured by the DDOs that the deductions for the period, match with
the deductions of form 24Gs that are filed by the Treasury.

In case while filing form 24Q there are any mismatches, the corrections have to be ensured by the DDOs. Each
DDO is assigned a TAN (Tax Deduction and Collection Account Number) against which TDS is reported.

Note: Currently the Treasuries are performing the function of filing form 24Gs. TaxCloudIndia website is
currently used for filing form 24G.

NPS deductions

NPS deductions start after linking PRAN with employee IP number and adding NPS deduction in the employee
salary. NPS deductions are made under Head of Account 8342-00-117-01. The transfer of NPS contribution
(both employee and government) to NSDL is done by DTA after verification of NPS deductions by the DTO.

LIC deductions

LIC policy deductions from employees’ salaries are made under the Head of Account 8448-00-104-00 by the
DDOs. For transferring these LIC deductions, a government cheque along with soft copy of deductions is given
to the agency (LIC) by the DTO on a monthly basis.

GPF deductions

GPF deduction is made under the head 8009. This is an AG deduction and hence no further action from either
DDOs or TOs is required for this except for providing respective Schedules.

GIS deductions and payments

GIS deductions are made from employees’ salaries. GIS deduction rates are maintained in the service book of
the employees by the DDOs. On retirement or death of an employee, the GIS bills are prepared by the DDO on
HPTR-5 and submitted online to the concerned Treasury Office for approval. While creating the bill, the payee
details such as account number and bank details have to filled by the DDO.
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Note: Refer to GoHP Treasury Rule number 274 for details on payment of GIS to employees and
Rule number 275 for details on payment of GIS to nominees (in case of employee death).

Also, a printed copy of the system-generated bill, along with the Service Book of the concerned employee, with

necessary certificates at relevant places in the Service book for the deduction rates of GIS, shall be submitted at
the concerned Treasury office.

The Treasury office will then verify and approve the bill for payment. The payment will be credited directly into
the beneficiary bank account.
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6. Payment Management (E-Bills)

6.1. Menus and sub-menus in E-Bills

Table 9: Menu/Sub-menus

Menu/Sub-menu

Normal/Advance
Bill

Register Other
Payee

Register Util
Payee

New Register Util
Payee

Step 1 - DA Arrear

Step 2 — Edit DA
Arrear detail
Apply Bill No. on
HPTR-2

Previous Salary
Salary Arrears

Apply Bill No. on
HPTR-2

Send bill to
Treasury

GPF Sanction

GPF Bill

Update Adv/CPS
Arr/GPF/Policy
detail

Other Bills
Creation >
HPTR-5
(TA/MR/Other)
Reopen bills
objected by TO

DDO Bill Register

DDO Allocation
and Expenditure
TA2 Receipt
Register

TA3 Payment
Register

DDO bills report

Operational Manual for DDOs
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E-Bills ->DDO Menu -> Other Bills Creation -
> HPTR-5 (TA/MR/Othr) -> Normal/Advance
Bill

E-Bills -> DDO Menu -> Register Other Payee

E-Bills->DDO Menu->Register Util Payee

E-Bills->DDO Menu->New Register Util Payee

DDO Menu->Other Bills creation>HPTR-2
(DA Arrear) - Step 1- Process DA Arrear
DDO Menu—>Other Bills creation>HPTR-2
(DA Arrear) > Step 2 — Edit DA Arrear Detail
DDO Menu->Other Bills creation>HPTR-2
(DA Arrear) > Apply Bill No. on HPTR-2
DDO Menu->Other Bills creation>HPTR-2
(Prv Salary/Sal Arrear) = Previous Salary
DDO Menu->Other Bills creation>HPTR-2
(Prv Salary/Sal Arrear) - Salary arrears
DDO Menu->Other Bills creation>HPTR-2
(Prev Salary/Sal Arrear) - Apply Bill No. on
HPTR-2

DDO Menu~>Bill submission->Send bill to
Treasury

DDO Menu-> Other Bill Creation > HPTR-
4(GPF)~>GPF Sanction

DDO Manual Other Bill Creation >HPTR-
4(GPF)->GPF Bill

DDO Menu-> e-Salary updation - Update
Adv/CPS Arr/GPF/Policy detail

E-Bills= DDO Menu - Other Bills Creation

- HPTR-5 (TA/MR/Othr) >
Normal/Advance Bill

DDO Menu->Bill Submission ->Reopen
Objected Bills

E-Bills -> DDO Menu -> DDO Bill Register

E-Bills->DDO Menu->DDO Allocation and
Expenditure

E-Bills->DDO Menu->TA2 Receipt Register
E-Bills->DDO Menu->TA3 Payment Register

Report Menu -> DDO bills

Strictly private and confidential

For creating normal/advance bills in
the system

To register the other payee

To register Utility bill payees for
electricity, phone and water.

To register Utility bill Payee
To update the DA arrear details

To edit DA Arrear details

To apply bill number to HPTR 2 (DA
arrear bill)

To view the previous salary of an
employee

To process salary arrears

To apply bill number to HPTR-2
(salary arrear or previous salary bill)

Option to send bill to Treasury for
verification

Before creating a GPF Bill, a GPF
sanction has to be created

To raise the GPF bill (withdrawal or
advance) for an employee

To update GPF advance details in
employee’s salary

To create normal/advance bills

To reopen bills objected by TO for
editing and resubmission

To check details of bills raised by
DDOs. Status of bills (compiled,
objected, passed, etc.) can be checked
from here.

To see budget allocation and
expenditure for DDO as on date.

Details of receipt at DDO level

Details of payments at DDO level

DA arrear and Salary arrear bills
report
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6.2. Overview

The complete “Bill processing” process at the DDO includes the following steps:
1) This process starts with:

+ Receipt of expense claims from employees or

4+ Receipt of bills from vendors or

+ Creation of salary related and superannuation bills such as GPF, DA arrears, ex-gratia, and salary
arrears etc.

2) Entry of the bills on the E-Bills system by the designated person in the DDO office,
3) Sending the bills to the concerned Treasury Office both through the E-Bills system and also the hard copys,

4) Removing objections from the bills sent back by the Treasury office (In case Treasury raises objections on
bills submitted by DDO),

5) Monitoring the payment made to respective payee® and
6) Updating the accounts maintained at DDO level

All the above-mentioned processes related to payment management at DDO level are processed through the E-
Bills application. The below section provides detailed systematic processes which need to be followed for
managing such payments.

Login into the E-Bills application for raising online bills.

6.3. Types of Bills

In the table below, details on various types of bills is presented. Primarily there are normal, advance, salary and
arrear related bills. Original sub vouchers for contingent bills are retained at DDO office, which are later
subjected to audit. Sanction, as the case may be, along with bill is submitted at the Treasury Office for bill
verification and passing.

Table 10: Types of Bills

| S/N | TypeofBill | Details |
These are bills mainly for office expenses, materials and supplies, maintenance, motor
bills, telephone bills, etc.
e In E-Bills, these bills are raised under HPTR-5 (TA/MR/Othr).
e Refer GoHP Treasury Rules 183-195 for details on contingent charges bills
1 Normal Bills
GPF advance and withdrawals: GPF advance and withdrawal is approved at the
DDO level. Order issued by DDO/Controlling officer as the case may be, GPF advance
settlement form, Annual GPF statement and physical GPF advance form is required.
These bills are raised under HPTR-4.
These include employee advances such as travel advance, medical advance, House
Building Advance (HBA), LTA, etc.
e In E-Bills, these bills are raised under HPTR-5 (TA/MR/Othr).
e Medical Advances: Approval from Head of the Office (HoO) is required before
2 Advance Bills7 raising such bills in the system. Based on the budget received from the HoD,
medical advances are raised in the system. Refer to GoHP Treasury Rule 179
for details.
e HBA: Approval from Finance Department is required before creating HBA
advances bill in the system. DDO sanction, HoD sanction letter and AG allotted

5 Original sub vouchers for contingent bills are retained at DDO for audit purpose. Hard copy of the HPTR forms is
submitted at Treasury office

6 This is done by checking with banks (no system involved)

7 Adjustment entry in system is required in case of Advance Bills (such as travel advance)
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| | S/N | TypeofBill | Details
account number copy is required. Refer to GoHP Treasury Rules 214-217
¢ Travel Advance: Office order issued by DDO, tour diary approved by controlling
officer and a physical (HPTR 7) form is submitted at the DDO office. In system
these bills are raised under HPTR-5. Refer GoHP Treasury Rules 171-178 for
details.
These include medical reimbursements, LTC, accidental insurance, etc.
e Medical Reimbursement (MRs):
For medical claims a physical form (HPTR-6) signed by the medical officer, copy
of doctor prescription, and original cash memo/receipt of medical expenditure is
required. In system, this is recorded under HPTR-5. Refer GoHP Treasury
3 Employee Rules 179-180 for details.
Claims e Accidental Insurance: The Company, with whom the insurance is held, settles
accidental Insurance.
e For LTC physical form HPTR 7, office order issued by DDO with sanctioned
leave and supporting documents for travel expenses are required. Refer GoHP
Treasury Rules 170 for details.
Typical examples of this include retirement gratuity, ex-gratia, commutation amount,
leave encashment, GIS, GPF, etc. For GPF sanction, HPTR-4 (GPF) form is used.
¢  Group Insurance Scheme (GIS): DDO office is fully authorized for approval of
such bills. On retirement, DDO calculates the GIS contribution and payout based
on the service records of the employee. These bills are raised as HPTR-5 in
system. Refer to GoHP Treasury Rule number 274 for details on payment
of GIS to employees and Rule number 275 for details on payment of GIS
to nominees (in case of employee death).
e In case of ex-gratia, the DDO sends the request to Finance Department (FD).
Finance Department then calculates the amount and sends the approval to the
4 Superannuation DDO by post for which bills are raised in the system.
Bills e Gratuity: Gratuity authority comes from AG office to DDO. Then DDO submits
the bill to Treasury with the original authority and office order of the DDO. Refer
to GoHP Treasury Rule number 262.
¢ Commutation: DDO sends pension case to AG. Then AG sends authority to
DTO with one copy to employee and one to DDO. After this the bill is created at
DTO level.
¢ Leave Encashment: DDO is fully competent for approving such bills.
¢ GPF bills: Final GPF withdrawal is processed based on sanction from the
AG office. The AG produces three copies of the sanction: one for employee, one for
DDO and one for TO/DTO office. Refer GoHP Treasury Rules 145 for details.
DDO is fully competent for initiating these bills in system. These are bills for Dearness
Allowance (DA) and Salary Arrears/Previous Salary. For recording these bills, HPTR-
2 form is used.

Salary related
bills

Presented below is the detailed process to raise various bills online in E-Bills application.
6.4. Manual Step 1: Expense claim form filling and
submission of bills by the employee/vendor

The process starts at DDO level with:

¢ Receipt of expense claims from employees: Employee submits the claim to DDO with necessary
supporting documents.

e Receipt of bills _from vendors: For bills related to office expenses (electricity, telephone, material
supplies or provision of any other services etc.), vendor sends the supporting bill/invoice to the DDO office
for payment.
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e GPF, DA, and salary arrear related bills:
o Employee submits the filled GPF form along with supporting documents to the DDO.

o Afterissue of order from the Finance Department Government of HP, processing of DA arrears is
initiated in the system.

o Salary arrears are processed for cases such as pay increment, promotion with retrospective effect
etc.

For details, please refer the table above.

Note: DDO may authorize officers serving under him to sign bills on behalf of him. Refer to GoHP
Treasury Rule number 8.

Refer to GoHP Treasury Rule number 88 for general instructions regarding preparation and form of bills.

6.5. Step 2: Vendor/Payee registration

In case the vendor/payee is not registered in the system, DDO needs to register the payee in the system. The
menu to register the vendor/payee is:

E-Bills 2 DDO Menu -2 Register Other Payee

Follow the above-mentioned path to register a payee (employee, pensioner, and vendor) for the first time in the
system. Once the payee is registered, it can be used subsequently, while creating bills in the system. Refer to the
screenshot below for details.

B Treasuries, Accounts and Lo Register Other Payee -« X = = X

é 4 o himkosh.nic.in * ‘ = :/- @

IFMS - Integrated Financial Management System )
4 Treasuries, Accounts and Lotteries E-Bills GO GREEN!
e Department of Finance, Himachal Pradesh Se v &

USR@11169 [ MRS SHASHI RANA ] [ IPAO:: CAPITAL TREASURY ]

% Register Other Payee
Payee Searchk Al % E Insert New Payee
Payee Code a
Note: Change of Account No. / IFSC of payee is allowed only when payee is not added in any bill Treasury % * CTO00
Adhar | Mobile DDO Coderk @ 105
Account Number D Number Payee Namek a
€D 7010510086 ASHA SEN 32566738707 & Address
e T010510085 Assistant Engineer Electric 04180200009
KN01112121196
B 010510084 SANJAY SHARMA 10835999337 Mob No. No
@ 7010510083 NICSI NICSIPHWHP 164167 07750192265 & Acg: Norwy No
IFSC CodeX
@ 7010510082 UTTAM INDANE GAS 2447200000172 No
SERVICE PAN No No
o T010510081 Bindra Store 057501801130003 E TIN No No
T010510080 ADVERTISEMENT MANAGER 2525 @ Aadhar No No
PRESS CLUB —
) 7010510079 NATHU RAM 31595680984 PANNOTAVBL & L Save | Clear -
o T010510078 NICSI NICSIPPCHP160414 e
Key Field Field Description
Description Category Select the category of bill from the dropdown box
*Star marked fields (e.g. electricity, telephone etc.)
are mandatory Name Name of the bill payee
Utility No. Refers to the bill no. mentioned on the bill
Bank Details Bank account no. of the payee, IFSC
PAN No. PAN no. of the bill payee
TAN No. TAN no. of the bill payee
Mobile No. Mobile no. of the bill payee
Active Whether the current payee is active or not
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Other menus for registering Utility bill payees such as for electricity, phone, and water are “Register Util
Payee” and “New Register Util Payee”.

Note: Currently DDOs are primarily using “Register Other Payee” option.
E-Bills->DDO Menu->Register Util Payee

Treasuries, Accounts and Lotter X E - e-Bills x 4 - X
€ | (7 himkosh.nicin/eSalary/WebPages/wirmUtilityBillPayee E1 ¢ Q Search A ¥ /& 9 2 =

IFMS - Integrated Financial Management System ) Y4 =
Treasuries, Accounts and Lotteries E-Bills GO GREEN‘Q P
Department of Finance, Himachal Pradesh m With e-Salary 7

= MEERA CHAUHAN ] [ PITAL TREASURY ]
¥ Adjustment Bill

Your Password expiring in 7 days. Please Change PasswordIl!

—— -
Search Payeek & search Utility Payee u & New Utility bill Payee

Category T | —select-
Name a
Electricity

Nate: Change of Account No. / IFSC of payee i allowad only when payee is nat added in any bill
No Payee Found or Contact admin. Utility No
Bank No
Bank IFSC
PAN No
TAN No
Maobile Ho

Active

=N Clear

Best View In@ Chrome & |E 9 or Above &) Mozilla firefox
@  Please Ensure Pop-Up are enabled % Developed By & NIC HF State Center, Shimla, Himachal Pradesh &% Be supportive with your feedback on - addire-hp@nicin M
v

Key Field Field Description
Description Category Select the category of bill from the dropdown box (e.g. electricity,
telephone, water (IPH), etc.)

Name Name of the bill payee

Utility No. Refers to the bill no. mentioned on the bill

Bank Details | Bank account no. of the payee, IFSC

PAN No. PAN no. of the bill payee

TAN No. TAN no. of the bill payee

Mobile No. Mobile no. of the bill payee

Active Whether the current payee is active or not

E-Bills->DDO Menu->New Register Util Payee

Treasuries, Accounts and Lotter 3 Register Utility - e-Bills x 4 = X

€ GY himkosh.nicin/eSalary/WebPages/wirmUtility

El €  QSearch B & & O i

IFMS - Integrated Financial Management System ;
Treasuries, Accounts and Lotteries E-Bills 60 GREENW

Department of Finance, Himachal Pradesh e With e-Salary

Your Password expiring in 7 days. Please Change Passw

No Payee Found or Contact admin. & New Utility bill Payee

Category T —Select—- ~
Name & | Uty Name

utility No @ Lty 1o

Is Deleted Oves@®no

VN Clear

Best View In @ Chrome & IE 9 or Above &) Mozilla firefox
J Please Ensure Pop-Up are enabled % Developed By& NIC HP State Center, Shimia, Himachal Pradesh 3¢ Be supportive with your feedback on » addtre-hp@nic.in

‘i Disclaimer: Content on this website is published and managed by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla. For any query regarding this website, please contact the
66 Web Information Manager: Sh Deepak Bhardwaj [ Additional Director ],/ addtre-hp@nicin 9. Contents ofthis website are informative only and for benefit of the public. However, these do not confer any
legal right or obligation. Website designed by National Informatics Center
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Key Field Description NA

6.6. Step 3: Bill entry into the E-Bills system

For bill entry in the E-Bills system, go to “Other Bills Creation” menu and select the applicable form. As can
be seen from the screenshot below, there are four forms viz. HPTR-4, HPTR-5, HPTR-2 (DA Arrear) and
HPTR-2 (Prev Salary/ Sal Arrear) in the system.

== Treasuries, Accounts and Lo [@ Dash Board - e-Bills X B - x
6 - O ‘ himkosh.nicin/esalary/WebPages/Front jf"r ‘ =5 :/_ 0
o IFMS - Integrated Financial Management System i v/
Treasuries, Accounts and Lotteries E-BI"S G0 GREE \J'; P
Department of Finance, Himachal Pradesh ':fl" W‘n.‘,. ;;:m»,

DDO Menu PAO Menu Report Menu P g Menu dmin Menu DTA Menu Statistica: orts P Log off
usH

eSalary Updation (DDO) ->

Employee Updation (DDO)->

Other Bills Creation > .

’ ) HPTR-4 (GPF) > fication o 1 Total Employees 15 ]

¢ Bil Submission - HPTR-5 (TA/MR/Othr) >

Register Other Payee HPTR-2 (DA Arrear) = & Active Employees [ 15 ]

B silable to each DDO, besides general deduction
f Register Util Payee HPTR-2 (Prv Salary/ Sal Arrear) > hem register through your treasury 3 In Active Employees [ 5]
1 DDO Bill Register LUPUUI-2IFAY Maste->Uigaie uuw mise beduction)
'f DDO Allocation and Expenditure ANotification & Retired Employees [ 3]
i Welcome to E-Salary & E-Billing System
< TAZ2 Receipt Register 1 GPF Employees m
‘: TA3 Payment Register
AN

New Register Util Payee & CPF Employees 3]

List of Heads of Account & Employees without GPF-CPF (1]
v A

Description of Head of Account

Search Pensioner By Treasurvm
Search Pensioner By Treasury,pen
class, pay commission and pen type

XiSend your feedback at email A vijay.gupta@nic.in

4 ENG
@ =l INTL  16-05-2017

Key Field Description NA

Let us look at these forms one by one.

6.6.1. Dearness Allowance (DA) arrear bill (HPTR-2)

After announcement of DA by the Government, the processing of DA arrears is done by the DDOs. The DA
arrears are applied by raising the HPTR-2 bills for all the applicable employees. The DA arrears can also be
processed for employees in case such allowances were missed for previous months.

6.6.1.1. Process DA Arrears

DDO Menu->Other Bills creation ?HPTR-2 (DA Arrear) >Step 1- Process DA Arrear
This is the first step to process the DA arrears in system.
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el Y (8 DochBoard - Bils X M ‘ . - ‘ (e b S
L2 d

&« C | @ himkosh.nic.in/e5alz

VebPages/Front

IFMS - Integrated Financial Management System (Y4

Department of Finance, Himachal Pradesh With e-Salary

Other Bills Creation -» HPTR-4 (GPF) >

[cation o % Total Employees 56 |

! Bill Submission - HPTR-5 (TAMR/Othr) ->

Register Other Payee HPTR-2 (DA Amear) > | . DA Arrear | & Active Employees 48
! Register Ul Payes HPTR-2 (Prv Salary/ Sal Arrear) -> Step 1 - Process DA Arrear & In Active Employees [ ]
4 DDO B‘” RE |5ter N IR T AT e T e ST
] 9 Step 2 - Edit DA Arrear Detail
] DDO Allocation and Expenditure . ) & Retired Employees [ 6]
: ANotification Apply Bill Number on HPTR-2
<
{ TAZ Receipt Register Welcome to E-Salary & E-Billing System & GPF Employees E
1 TA3 Payment Register

New Register Utll Payes & CPF Employess [ 5]
List of Heads of Account & Employess without GPF-CPF (8]

Description of Head of Account
Search Pensioner By Treasurym

Search Pensioner By Treasury pen
class,pay commission and pen type

XSend your feedback at email - vijay gupta@nic.in

f&HIW Treasuries, Accounts and Lotteries E-Bills GO LREENQ P

= eSalary Updation (DDO) ->
Employee Updation (DDO)->

™

Key Field Descrlptlon

11:04 AM
15/05/2017

Once the screen for processing DA arrears opens, the Dealing Assistant (DA) will process DA arrears of all
employees under the DDO, including for those who retired during the period. The screen contains list of

employees and their arrear details, which can be edited by the user if required. Deletion of employees from this
list can also be done on this screen. The screen contains a button named “Process”. After verifying arrear
details, the authorized user clicks on the “Process” Button. After clicking the button the following screens opens

up.

. a
/ = Treasuries, Accounts ane %/ @ Process DA Amear.. - X | =]
&« C | ® himkosh.nic.infeSalary/ArrearModule/wirmIPAOArrearDAProcess g

Trea:k CTOOO - CAPITAL TREASURY v DDO:x 105 - D.D.(TREASURY & ACCOUNT! ¥ Pay Mode:k 01 - GPF-CPF v

DA Arrear @ 3% From 01/07/2016 to 31/03/2017 Get left out Employees

Note: (A) In case of CPF 10% of arrear vested in NPS and balance is paid in cash
(B) Get left out Employees: Include remaining employees which are not found in step 2(Edit DA Arrear Details) for all arrear month. when bill not is not applied
(C) Delete DA Arrear: This action will delete DA Arrear including all modification. When bill no is not applied. s[5 CReLY-5 =1

(D) Objected Bill: In case of Objected bill use re-open objected Bills page and then go to step 2(Edit DA Arrear Details

“Manual Tor DA 3 How 10 prepare DA arrear B through &5 EMHs onlme Sy stem ? l
—— i ——

——
m Heads of Account Split Code Total Employees Tatal Arrear _—

m—ﬁ . Department of Finance, Himachal Pradesh “S:;:'V.\lr;é;l.ﬂrv W’*

RE11169 [ MRS SHASHI RANA ] [ IPAD:: CAPITAL TREASURY ]
2 Process DA Arrear

o 20-2054-00-095-01-01-300N-N-v-00 12241400 ¥480730.00 ¥ 14000.00 ¥ 18684.00
a 20-2054-00-095-01-01-300N-N-v-00 NO1 19 ¥03526.00 ¥03526.00 000 ¥0.00
B 20-2054-00-095-01-01-300N-N-v-00 No2 4 ¥7981.00 000 ¥799.00 ¥7182.00
o 20-2054-00-095-04-01-300N-P-\-00 G01 2 ¥ 16935.00 ¥14936.00 ¥2000.00 ¥000
B 20-2054-D0-095-04-01-500N-P--00 G02 1 T5757.00 2000 ¥577.00 ¥5180.00
B 20-2054-00-095-04-01-S00N-P-\-00 ND1 1 ¥5076.00 ¥5076.00 2000 000
A TEETYL |l
= 11:05 AM
s & W sy
Key Field Description Field Description
Treasury Select Treasury name
DDO code Select DDO name
Pay mode Select the pay mode
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The processed DA arrear bills are visible in the list at the bottom of the screen as can be seen above. The
Dealing Assistant will select the Treasury name and DDO details from the dropdown box and select pay mode
as '01-GPF/CPF’ to see the list of DA arrear bills. DA arrear bills are created separately for gazetted and non-
gazetted officers. For both the categories (gazetted and non-gazetted officers), two arrear bills are created: one
bill for CPF and other for GPF employee/s. The same is reflected in the “Split Code” as can be seen from the
screen above. This classification has been pre-configured in the system.

Note: A manual titled ‘How to process DA arrear bills through e-bills online system’ for reference is
also available on this page.

Please take note the following points while processing DA Arrears:

a) In case of CPF employee/s, 10% of DA is deducted as CPF deduction and only the balance is paid in cash.
Calculation of deduction amount is automatic.

b) Getleft out Employees button: This option is used to include employee/s, which might have been left
out while processing DA arrears. In case, after clicking this button, left out employee/s are found, the bill
has to be processed again. Please note that this step has to be performed before application of
bill number.

¢) Delete DA Arrear: This action will delete DA arrear details including all modification/s. This option is
usually used in cases where an employee has been transferred to another location and hence his/her DA has
to be processed from the new location.

d) Objected Bill: In case of objected bill, user re-opens the objected bills and then goes to menu “Step 2 -
Edit DA Arrear Details”, to edit the arrear details. The status of bills can be seen from the menu “E-
Bills 2 DDO Menu 2 DDO Bill Register”. In case the bill is objected, the authorised user has to reopen
the bill from “DDO Menu-> Bill Submission ->Reopen Objected Bills” menu and then resubmit the
bill after removing the objections.

Dash Board - e-Bills % Bill Send To Treasury - e-Bills X+ = X
€ | (7 himkosh.nicin/eSalary/WebPages/wirmBillSendTreasury B ¢ Search wBe ¥ /& 9 8 =
_ N Y] ~
IFMS - Integrated Financial Management System ) _
Treasuries, Accounts and Lotteries E'B|"5 GO GREEN" |
Department of Finance, Himachal Pradesh 'I)-, With e-Salary
u AC Menu 3 enu assingMenu > Admin Menu DTAMenu > Statistical Reports IP01-11596 Log off
eSalary Updation (DDO) -» W Your Password expiring in 7 days. Please Change PasswordIl!
Employee Updation (DDO)->
Other Bills Creation - SURY v DDO: 500-DISTRICT TREASURY OFF | Bill Type: ~ALL Bills— -
Bill Submission -> Send Bill to Treasury & 31102017
—— -y
Register Other Payee
L e a
1 Register Ulil Payee
Bi o - @an Opassed Oobjected  OCompiled
P
= o oeaon e txpencrre | e TS T e T
(] TAZ Receipt Register -05-N-V Mormal 1310/2017  IPO1-11596  HPTR-5 Bill Created Tososo0  Tososoo  [EIEQ
(] TA3 Payment Register 1-06-N-V MNormal 1110/2017  IPO1-11506  Bill Passed T1009300  T1009300 [
| New Register Util Payee 05NV Normal 111012017 IP01-11596 Bill Passed ¥700.00 70000 I_;.
[ &-Vitran Sanction Letter 051V Normal 11102017 IPOI-11596  Bill Passed 2141000 Ti000 [
B 1000 29-2054-00-097-01-800N-01-N-V Salary Bills (Non eSalary) 0410/2017  IPO1-11506  Bill Compiled 754068.00  0.00 B
B 1voose 29-2054-00-097-01-800N-01-N- Salary Bills (Non eSalary) 04M0/2017  IPO1-11506  Bill Compiled T7s0000  Terseo0 [
100058 29-2054-00-097-01-800N-01-N-V Salary Bills (Non eSalary) 04M0/2017  IPO1-11596  Bill Passed 2902400  %0.00 B
B 10057 29-2054-00-097-01-800N-01-N-V Salary Bills (Non eSalary) 0410/2017  IPO1-11506  Bill Compiled Tesmso0  TeME00 [
v

Key Field Description NA

6.6.1.2. Edit DA Arrears Detail

DDO Menu-2Other Bills creation 2HPTR-2 (DA Arrear) 2Step 2 — Edit DA Arrear detail

The Dealing Assistant will follow the above path to edit the DA arrear detail, if required. This is particularly
useful at the time of objection of bill. Also in case the employee is nearing retirement, his/her GPF/CPF
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contribution has to be stopped three months prior to retirement; Then from edit menu the GPF/CPF
deduction has to removed and instead cash has to be added.

User will select details such as employee code, paid month and arrear month. The month wise processed DA
arrear of the employee will be visible. The Dealing Assistant will click on ‘Edit this DA’ for editing the details

in DA arrears.

(— C | ® himkosh.nic.in/eSalary/ArrearM h* g
1169 [ MRS SHASHI RANA ] [ X
* Process DA Arrear
Emp Codex 2 Paid Monthk @ DAAmear @3% From010 v Arrear Monthk & -Select- v Q
3  DEEPAK BHARDWAJ [IP01-11534] 6 [  CTO00-105-29-2054-00-095-01-01-SOON-N-V-00 Go1
N T S T T N I
072016 01/07/2016 31072016 CTO00-105-29-2054-00-095-01-01-S0ON-N-V-00 m
082016 01/08/2016 31/08/2016 CTO00-105-29-2054-00-095-01-01-SO0ON-N-V-00 T 1167 0 1167 20 m
092016 01/09/2016 30/09/2016 CTO00-105-29-2054-00-095-01-01-SOON-N-V-00 T 1167 20 T 1167 R0 Q
102016 01/10/2016 31/10/2016 CTO00-105-29-2054-00-095-01-01-SO0ON-N-V-00 T 1167 20 T 1167 20 E‘
2016 01/11/2016 30/11/2016 CTO00-105-29-2054-00-095-01-01-SOON-N-V-00 T 1167 0 T 1167 20 m
22016 CTO00-105-29-2054-00-095-01-01-SOON-N-V-00 T 1167 R0 T 1167 R0 m
12017 CTO00-1 00-095-01-01-SO0N-N-V-00 T 1167 R0 T 1167 0 m
022017 01/02/2017 CTO00-105-29-2054-00-095-01-01-S00N-N-V-00 T 1167 1000 T 167 20
032017 01/032017 31032017 CTO00-105-29-2054-00-095-01-01-SOON-N-V-00 T 1202 ¥ 1000 2202 20 m
Total Paid : ¥ 10538 ¥ 2000 8538 0
Key Field Description | Field Description
Emp code Enter employee code
Paid Month Enter the paid month of the arrear
Arrear month Enter the arrear month
The following screen will open in which the DA can be edited. The DA will be the difference between the
‘Drawn’ and ‘Due’ DA arrears. In case of CPF nomination, 10% of the DA arrears will be deducted as the CPF
deduction as can be seen from the screen below. In case of GPF nomination, no such deduction is made.
“« C | ® himkosh.nic.in/eSalary/ArrearM w
=3 s @3 )1-500NPv:00 c02
AllowanceX v e Deductionk v e
Allowance Due {Amt}in% Drawn {Amt} in¥ Net {Amt} Delete Deduction Due {Amt} in? Net{Amt} Delete
Basic 0.00 CPF [834200-117-01) T 66
o —T% TR Total Deduction:- )
é-m-;’a-y--— ---------353—-- Total: ¥658.00 - ¥66.0 = ¥592
Total Allowance:- 658.00

072016
082016 01/

092016 01/09/2016
102016 01/1022016
112016 01

122016 01/12/2016
012017 01/0172017
022017 01/02/2017
032017 01/0322017
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72016  CTO00-1
16 CTO00-1
30092016  CTO00-1
317102016  CTO00-105
2016 CTO00-105
311122016  CTO00-1
31012017  CTO00-105
28/022017  CTO00-1
31032017  CTO00-105

-29-2054-00-095-

1-SOON-P-V-00
1-S00N-P-V-00
1-S00N-P-V-00
-01-SO0ON-P-V-00
1-S00N-P-V-00
-01-SOON-P-V-00
-01-S00N-P-V-00
1-S00N-P-V-00
1-S0ON-P-V-00

609

2658
2658

Total Paid : ¥ 5757
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Key Field Description NA

6.6.1.3. Apply Bill Number on HPTR — 2

DDO Menu->Other Bills creation ?HPTR-2 (DA Arrear) 2Apply Bill Number on HPTR-2
Once the above-mentioned bill activity is over, the bill is locked by applying the bill number.

Treasuries, Accounts and Lotter Bill Number Genrate - e-Bills X 4 = X

PAOEmployeePreviousSalaryBillNumber E1 ¢ Q search wBa ¥ & O

IFMS - Integrated Financial Management System )
Treasuries, Accounts and Lotteries E-Bills GO

Department of Finance, Himachal Pradesh

eSalary Updation (DDO) > W Your Password expiring in 7 days. Please Change Password!!
Employee Updation (DDO)->

Other Bills Creation -> | HPTR-4 (GPF) -> DISTRICT TREASURY OF |v Typek —Select- v

Bill Submission -> | HPTR-5 (TAIMR/Othr) -> - Spiit Codetk —Select- -
h | Register Other Payee | HPTR-2 (DA Arrear) -» DA Arrear_—— 777777777

Register Util Payee HPTR-2 (Prv Salary/ Sal Arrear) -» Step 1 - Process DA Arrear L

DDO Bill Register - " ’ Step 2 - Edit DA Arrear Detall

DDO Allocation and Expenditure 19 D1 10 Kindly check selocted Account Head it ex sfficient budget or not

“Apply Bill Number on HPTR-2
TA2 Receipt Register

N tactad
TA3 Payment Register Jeoniadt admm

New Register Util Payee

e_Vitran Sanction Letter 0 add to bill number- Add Bill Number

Best View In @ Chrome € IE 9 or Above & Mozilla firefox
% Please Ensure Pop-Up are enabled % Developed By& NIC HP State Center, Shimia, Himachal Pradesh 3 Be supportive with your feedback on -+ addtre-np@nic.in m

‘i Disclaimer: Content on this website is published and managed by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla. For any query regarding this website, please contactthe
&& Web Information Manager: Sh Deepak Bhardwaj [ Additional Director ]+ addtre-hp@nic.in %3. Contents of this website are infarmative only and for benefit of the public. However, these do not confer any
legal right or obligation. Website designed by National Informatics Center.

himkosh.nic.in/eSalary ges/wrmIPAOEmployeeP I asp

Key Field Description NA

HPTR-2 bills created will be visible in the following screen at the bottom. Select a bill and click on “Add Bill
Number” to lock the bill by applying the bill number. Once the bill number is applied, a message ‘Info-Bill is
locked and no further changes is allowed’ will be displayed on screen.

Treasuries, Accounts and Lotter 3 Bill Number Genrate - e-Bills X == = X
mployeePreviousSalaryBillNumber El ¢ Q Search wBa ¥ & Q9 82 =
IFMS - Integrated Financial Management System )
Treasuries, Accounts and Lotteries E-Bills GO GREENb
Department of Finance, Himachal Pradesh With e-Salary
CAPTTAL TREASURY ] Your Passwaord expiring in 7 days. Please Change Password!l
Trea Cotek CTO0D - CAPITAL TREASURY |~ DD Codete 500 - DISTRICT TREASURY OF |~ Typex ~Select- -
Account Head _Seleci— Split Coded —Select- -
Kindly limit your bill Size by selecting Maximum Payee upta 100. Use Check box for the purpose.
Before applying bill no Kindly check selected Account Head if it exists or not. If exists Does Account Head has sufficient budget or not.
.
No record found or bill number is already added or contact admin.
- .
—— -l
Please select payee to add to bill number- I 'Add Bill Number
(1 |
Best View In @ Chrome & IE 9 or Above & Moxzilla firefox
@ % Please Ensure Pop-Up are enabled % Developed By NIC HP State Center, Shimla, Himachal Pradesh 2% Be supportive with your feedback on -+ addire-hp@nic.in m
-l Disclaimer: Gontent on this website is published and managed by Department of Treasuries, Accounts and Lofteries, Himachal Pradesh, Shimla. For any query regarding this website, please contactthe
&&Web Information Manager: Sh Deepak Bhardwaj [ Additional Director ], addtre-hp@nic.in 9% Contents of this website are informative only and for benefit of the public. Howe hese do not confer any
legal right or obligation. Website designed by National Informatics Center.
. . .
Key Field Description NA
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6.6.1.4. Send Bill to Treasury

DDO Menu =2 Bill submission 2Send bill to Treasury
The Dealing Assistant at the DDO will follow the above path to send the bill to Treasury. The following screen
will open.

@ Dash Board - e-Bills % () BillSend To Treasury - e-Bills X 4 = be

Pages/wirmBillSendTreasury E1 X Q Search wBa ¥ & O

€ | (@ himkosh.nicin/eSalary/ W

IFMS - Integrated Financial Management System 74 =
Treasuries, Accounts and Lotteries E-Bills GO GREEN‘\'%”
Department of Finance, Himachal Pradesh With e-Salary |
USRO11192 [ MRS MEERA CHAUHAN ] [ IPAO:: CAPITAL TREASURY ] Your Password expiring in 7 days. Please Change Password!l
2 Bill
Treasury: CTO0D - CAPITAL TREASURY |~ DDo: 500-DISTRICT TREASURY OFF | Bill Type: ~ALL Bills— v
From Date: & | 01102017 To Date: & 311012017
Bill to send treasury: [fJ Objected bill @an Opassed  Oobjected  Ocompiled
O S S TS T S Y
B 10005 29-2054-00-097-01-S00N-05-N-V Normal 13102017 IP01-11596  HPTR-S Bill Created Too0400  Towodo0  EEY
B 1ooes 29-2054-00-097-01-S00N-05-N-V Normal 111012017 IPO1-11596  Bill Passed T1030300  T1099300 [
B 100062 29-2054-00-097-01-S00N-05-N-V Normal 11012017 IP01-11596  Bill Passed 2700.00 270000 2
O 100051 29-2054-00-097-01-S00N-05-N-V Normal 17012017 IP01-11596 Bl Passed 141000 T000 5
B 1ooeo 29-2054-00-097-01-S00N-01-H-V Salary Bills (Non eSalary) 041102017 IPO1-11596  Bill Compiled T54968.00  T0.00 2
0O 1oo0se 29-2054-00-097-01-S00N-01-N-V Salary Bills (Non eSalary) 0411022017 IP01-11596  Bill Compiled trs0000  terss00 [
100058 29-2054-00-097-01-S00N-01-N-V Salary Bills (Non eSalary) 04H02017  IP01-11596 Bl Passed 7902400  T0.00 2
B 1oo0s7 29-2054-00-097-01-S00N-01-H-V Salary Bills (Non eSalary) 041102017 IPO1-11596  Bill Compiled 668800  TE016.00 [
Connecting to himkosh.nic.n... v

Key Field Description NA

All the bills will be listed on the screen as can be seen from screenshot. Select the proper icon to “Revert” or
“Print” or “Send Bill to Treasury”.

nt|Send Bill to treasury]

Three Button will be available against each bill [Revert|Pr

Treasury: CT000 - CAPITAL TREASURY V DDO: 041-SD.(SAD)HRSECTT. Vv Bill Type: GPF Bill v
From Date: 8 02032016 To Date: @ 02042016

Billto send treasury: (2] Objected bi: Ol Opassed  Oobjeited  Ocompiled [ — —

Bill Number HOA Bill Type Bill Date Crealeﬁ By |Status | Gross Amt
n 100036 00-8009-01-101-02-SOON-47-N-V GPFBills  01/042016 IPO1-18282 GOE Rill Crogtod 7.400000.00 7.400000.00 ﬁ .‘]
n 100035 00-8009-01-101-02-S0ON-47-N-V GPFBils  01/04/2016 |P04,40782 GPE Bill Craatad Z.250000.00 7 250000.00 ‘ if.]ﬂ

Revert Button Action-> Return for Editing.
Print Button Action -> Take Print out Signed and Physically submit to treasury.
Send Bill to Treasury Button Action- > electronically availability of Bill in Treasury.

Key Field Description Select Green icon to “Send Bill to Treasury”, Orange icon to “Revert” the bill
and Blue icon to “Print” the bill.

Next is Previous Salary and Salary Arrear bills.
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6.6.2. Previous Salary/Salary arrear bill (HPTR-2)

The processing of previous salary and salary arrears is done by the DDOs. The salary arrears will be applied by
raising the HPTR-2 bills for all the applicable employees. Salary arrears are processed in case of missed
promotional increments, court order/s based on outcome of case/s, fixation case/s, etc. Refer to GoHP
Treasury Rule number 167-169.

6.6.2.1. Processing ‘Previous Salary’

DDO Menu->Other Bills creation 2HPTR-2 (Prv Salary/Sal Arrear) >Previous Salary

The Dealing Assistant will follow the above path to view the previous salary paid to an employee. In case
previous salary is missed for an employee, it can be processed from here. After this, the bill number is applied
on HPTR-2, and the bill is submitted to Treasury.

&« C | ® himkosh.nic.infeSalary/WebPages/Front w

. . a
IFMS - Integrated Financial Management System i Y
Treasuries, Accounts and Lotteries E-BI"S GO GREEN\? >
Department of Finance, Himachal Pradesh q With e-Salary
usH

eSalary Updation (DDO) ->

Employee Updation (DDO)->

Other Bills Creation -» HPTR-4 (GPF) -> lcation ke & Total Employees 56 ]
{ Bill Submission -> HPTR-5 (TA/IMR/Othr) ->

Register Other Payee o ; & Active Employees (48 ]

HPTR-2 (DA Arrear) -> |ilable to each DDO. besides aeneral deduction

E Register Util Payee HPTR-2 (Prv Salary/ Sal Arrear) -» | -Pr’mnm S?ar\-l & In Active Employees a
: ; e e ey [ i o

DDO Bill Register Salary Arrear
4 y i v
1 DDO Allocation and Expenditure r ; \-E‘WN- D- - FI'- 1 & Refired Employees (6]
¢ TA2 Receipt Register ANotification e e =
r Welcome to E-Salary & E-Billing System & GPF Employees E
1 TA3 Payment Register

New Register Util Payee & CPF Employees (5 ]
List of Heads of Account & Employess without GPF-CPF ﬂ

S
Description of Head of Account
Search Pensioner By Treasury
Search Pensioner By Treasury,pen
class,pay commission and pen type
. . . .
Key Field Description Step 1: Previous Salary

Step 2: Apply Bill Number on HPTR-2

To find out previous salary the Dealing Assistant will put employee ID in the text box, enter the date, and then
click on search. In case the salary has been paid, the below screens will come, else if it is pending the entire
salary breakup for that month would populate on the screen, post which previous salary can be processed. Then
apply bill number on HPTR-2 and submit the bill to Treasury.
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== ol
== Tressuries, Accounts ane % ) E@ Previous Monthly Salary X \ [} eBill.DA Procedure x =

<« C | ® himkosh.nic.in/eSala
(Y
ry

USR@11169 [ MRS SHASHI RANA ] [ IPAO:: CAPITAL TREASURY ]
% Previous Salary

Employee Codex § IP33-24789 03-March v | i@ 2017 Q

£

wfrmIPAOEmp

W

IFMS - Integrated Financial Management System
@A Treasuries, Accounts and Lotteries E-Bills GO GREEN

Department of Finance, Himachal Pradesh

With e-Salal

AError-Employee salary is already generated for complete month by monthly salary!lt

Best View In & Chrome & |E 9 or Above &) Mozilla firefox
% Please Ensure Pop-Up are enabled % Developed By& NIC HP State Center, Shimla, Himachal Pradesh % Be supportive with your feedback on : addtre-hp@nic.in m‘
J

v Disclaimer: Content on this website is published and managed by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla. For any query regarding this
&6 Web Information Manager: Sh Deepak Bhardwaj [ Additional Director 1,74 addtre-hp@nic.in %3. Contents of this website are informative only and for benefit of the public. Howeve
legal right or obligation. Website designed by National Informatics Center.

te, please contactthe
se do not confer any

133AM | |

15/05/2017

Key Fleld Descrlptlon F1eld Description
Employee code Enter the applicable employee code

6.6.2.2. Processing ‘Salary Arrears’

DDO Menu->Other Bills creation 2?HPTR-2 (Prv Salary/Sal Arrear) 2 Salary arrears

To view the salary arrears for an employee based on increment received, the Dealing Assistant will follow the
above path. Once the screen opens, s/he will enter the required details like employee code, month, and year to
search Salary Arrear details of an employee. If salary has already been prepared in the system, it will show the
status as “Salary already prepared”.

/

p———————— \ ol
== Treasuries, Accounts anc % ) [ Salary Arrear x \( [ eBil DA Procedure =
& C | ® himkosh.nic.in/eSalary/WebPages/wfrmIPAC

rrearEmployee b g

Treasuries, Accounts and Lotteries E-Bills GO GRE EN®

Department of Finance, Himachal Pradesh

IFMS - Integrated Financial Management System \%

With e-Salary

USR@11169 [ MRS SHASHI RANA ] [ IPAO:: CAPITAL TREASURY ]
¥ Salary Arrear

Employee Codex § P33 & 03-March v | i@ | 2017 Q

Calculated Employee Salary Arrears. But Pending for allocation of Bill no

Sal Arr 01/0372017  31/03/2017 CTO00-105-29-2054-00-095-04-01-S00N-P-V-00 0.00 0.00 0.00 032017 .m

Best View In & Chrome & IE 9 or Above € Mozilla firefox
* Please Ensure Pop-Up are enabled % Developed By & NIC HP State Center, Shimla, Himachal Pradesh % Be supportive with your feedback on :d addtre-hp@nic.in mi

| Disclaimer: Content on this website is published and managed by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla. For any query regarding this website, please contact the
&6 Web Information Manager: Sh Deepak Bhardwaj [ Additional Director ], addtre-hp@nic.in 93. Contents of this website are informative only and for benefit of the public. However, these do not confer any
legal right or obligation. Website designed by National informatics Center.

11:35 AM P

A @G

15/05/2017

Key Field | Field | Description

Operational Manual for DDOs 6 December 2017
PwC Strictly private and confidential 60



Final
Private and confidential

Description | Employee code | Enter the applicable employee code |

To edit salary arrears for an employee the Dealing Assistant will click on edit salary arrears as highlighted in
the screenshot below.

/ 2 Treasuries, Accounts anc x )/ [@ Salary Arrear x \( [ eBill DA_Procedure x & =l O 3
w

& - C | ® himkosh.nic.in/eSalary/WebPages/wfrmIPAOSalaryArrearErm

IFMS - Integrated Financial Management System )
Treasuries, Accounts and Lotteries E-Bills o GrREENS

.=q:_= Department of Finance, Himachal Pradesh With e-Salary

USRE11169 [ MRS SHASHI RANA ] [ IPAD: CAPITAL TREASURY ]
¥ Salary Arrear

v & Q

Employee Code* § 1P33- =

f
|

Sal Arr 01/03/2017 31032017 CTO00-105-29-2054-00-095-04-01-S00N-P-V-00

Best View In & Chrome £ IE 9 or Above ) Mozilla firefox

% Please Ensure Pop-Up are enabled % Developed By & NIC HP State Center, Shimla, Himachal Pradesh X Be supportive with your feedback on - addtre-hp@nic.in m
wl Disclaimer: Content on this website is published and manag y Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimia
6 Web Information Mmmer sh Deepdk Bnamwa;{Aamuonu Duecmr ],A addtre-hp@nic.in 3. C this s are informative o
egal right or obligation. Web designed by National Informatics Center.

9:27 PM

15/05/2017

Key Field Description Click on the highlighted button to edit/view salary arrear details of an employee.

In the following screen, various allowances and deductions for the employee salary can be edited.

/ o= Treasuries, Accounts anc X Salary Arrear - e-Bills x \ [ eBill_DA_Procedure x

slaryArrearEmg

< Cc @ himkosh.nic.in/eSalar

OO IIIRU I MR S TSI IR S IS T ey e

Treasuries, Accounts and Lotteries
Department of Finance, Himachal Pradesh

E-Bills g9 arE
e with

With

USRO11169 [ MRS SHASHI RANA ] [ IP) CAPITAL TREASURY ]

¥ Salary Arrear
Employee Codex @ IP33-24798 §# 03-March v @ 2017 n
[ Nane: | 6 from g8 011032017 1o £ 31032017
B3  CT000-105-29-2054-00-095-04-01-S00N-P-V-00 G02
|==—1

ZAllowance elec v| 1lAdd/l =Deduction —Select—- v Add

s [B——dl
No record found. Add Sor| Basic Pay No record found. Enter some deduction

Special Pay
Remarks Fixed Medical A
Uniform Allo
Cash Handling Allowance

Copy and Edit: ;

Save

above month salary arrear for the month-> ST I EIET S Copy and Create Arrear

ployee Salary Arrears. But Pending for allocation of Bill no

11:37 AM
15/05/2017

S

Key Field Fleld Description
Description Allowance Select allowance/s from various options for arrears.
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From the dropdown box, the Dealing Assistant will select the different allowance heads for the employee. To
add allowances the Dealing Assistant will click on heading such as basic pay, dearness allowance, and interim
relief, grade pay under allowance and then click on ‘Add’ button.

Once the columns are added, for each allowance 2 (two) columns will be visible ‘Drawn amount’ and ‘Due
amount’. Appropriate changes can be made in the ‘Due amount’ column, once the amount has been entered
the Dealing Assistant will click on ‘Save Allowance’ button to reflect the changes.

/ = Treasuries, Accounts anc X Salary Arrear x [ eBill_DA_Procedure x &) =l O ks
&« C | ® himkosh.nic.in/eSalary/WebPages/wfrmIPAOSalaryArrearEmployee b+ g
USR11169 [ MRS SHASHI RANA ] [ IPAO:: CAPITAL TREASURY ]
¥ Salary Arrear
Employee Codex § IP33 @ 03-March v @ 2017 n

AError-Allowance total must be greater then 0

=3 6 from | ea | 01032017 To £ 31032017
¥  CT000-105-29-2054-00-095-04-01-S00N-P-V-00 G02
=Allowance —Selack- Add EDeduction ~Select—- v
Basic 20000 l___.,.. =l 000
IR T 1097 M T 1097 AR i |
GrdPay % 5400 B T ss0 %0.00 E
Total Allowance: ¥0.00
Remarks Save
Copy and Edit Create copy (Allowances and Deductions) of above month salary arrear for the month-> BT EEEECEIEN v 2017 | Copy and Create Arrear -
java Wi _Do m_ ction$gv. wanceScti2$LinkSaveAllowance true, "All 0 false, true))
~ - 11:42 AM
. 8 D¢ 505007
AT
Key Field Description | Field Description
Allowance Select allowance/s from various options

Once changes are made in due amount column and submitted through ‘Save’ button, the calculations in net
amount column would automatically populate and total allowance will be calculated.

— 2| O jmi)

f =2 Treasuries, Accounts anc X )/ [ Salary Arrear x \( [ il DA Procedure &) l=id
< C | @ himkosh.nic.in/eSalary/WebPag alaryArrearEmployee w

[ nase: | 6 from &8 010322017 To & 31032017

CTO00-105-29-2054-00-095-04-01-S00N-P-V-00 G02

ZAllowance —Select— b Add =Deduction Select— v Add

Basic ¥ 20000 M| e €3460.00 |7

DA Gl GE 2440300 Toual: [ EEERET - N - R

L T | 1270 ® oz e300

GrdPay | g 5400 M T si00 2000

Total Allowance:- ¥8131.00
Remarks Save

Copy and Edit Create copy (Allowances and Deductions) of above month salary arrear for the month-> RTINS S Copy and Create Arrear

Calculated Employee Salary Arrears. But Pending for allocation of Bill no

e e

Sal Arr 01032017 31032017 CTO00-105-29-2054-00-095-04-01-S00N-P-V-00 8131.00 0.00 0.00 £131.00 032017

- BT 115;:;/;;7 L
Key Field Description NA
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Once the allowances are saved, there could be two scenarios: GPF or CPF/NPS employee.

1) If employee has GPF nomination, s/he will get arrears in his/her bank account
2) If employee has CPF/NPS nomination, then under deduction column select CPF head and click on “Add”
button. Calculation of CPF amount will be automatic.

_‘/= Treasuries, Accounts anc X / Salary Arrear X \ [ eBill_DA_Procadure X |£J o | O -y
&« C | ® himkosh.nic.in/eSalar ArrearEmployee g
USR@11169 [ MRS SHASHI RANA ] [ IPAO:: CAPITAL TREASURY ]
¥ Salary Arrear
Employee Codex § IP33-24789 i@ 03-March v i@ 2017 n
=3 ° wom | g 01032017 © @30
B2  CT000-105-29-2054-00-095-04-01-S00N-P-V-00 G02
= = z ]
ZAllowance —Select— v Add =Deduction —Select-- v| 1 Add| )

 Atowance | Due (Amt) Drawn (Ami} | Nettamy | | No record found. Enter sq InsFnd (8011-00-107-01]
SavEnd [011-00-107- 2)
Rasc T | 20000 [ 16540 z346000 4
DA T 33020 M T 28522 2449800 [
= T | 1270 B T 1007 217300 [
GrdPay | g | 5400 B T 5400 000
Total Allowance: ¥8131.00 LFETC [0045-0(

LFFSC [0235-01
LFAgri [0401-00-
LFHort [0401-00
LFFruit [0401-00
LFTchEdu (0230
LFAHusb [040
LFJudAdm [OC
LFMedi (0210

Remarks

Copy and Edit: Create copy (Allowances and Deductions) of above month salary arrear for the month-> R 1{3 TSt o

11:48 AM
15/05/2017

ST s B S

Key Field Description | Field Description
Deduction Select deduction/s from various options

In case of CPF, a 10% deduction will be made under Basic, DA, and Grade Pay and the remaining amount will
be credited to the employee’s bank account. The 10% deductions will be made of the amount given in the net
amount column. Once the details have been added the Dealing Assistant will click on ‘Save’ to save the details.

/ ma Treasuries, Accounts anc X Salary Arrear x \ [J eBill DA Procedure x (&) =6 )
& C | ® himkosh.nic.infeSalary/WebPages/wfrmIPAOSalaryArrearEmployee r
= = = = N
=a 5 from | ea | 01032017 To e 31032017
CTO00-105-20-2054-00-095-04-01-S00N-P-V-00 G2
ZAllowance _Select- v Add EDeduction _Select— v Add
COTEEEE T TN
Basic % | 20000 » 16540 2 3460.00 ﬁ CPF [8342-00-117-01) ¥ 79 B 796
DA T 33020 | T2 440800 Total Deduction: 27960
R T 1270 B T 1007 w7300
GrdPay g | 5400 ® | [z 5600 zom { T s131.00 @ ¥ 7960 [ ¥ 7335
Total Allowance:- ¥8131.00

ey
W~ &k
N =

Remarks

Copy and Edit: Create copy (Allowances and Deductions) of above month salary arrear for the month-> ST IEER-EIEGI = ARl | Copy and Create Arrear ‘

Calculated Employee Salary Arrears. But Pending for allocation of Bill no

R e e =B e .

Sal Arr 010372017 31032017 CTO00-105-29-2054-00-095-04-01-S00N-P-V-00 £8131.00 796.00 0.00 7335.00 032017

150AM |

- m * >
& snn

Ky Field Description NA
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After the bill is saved, bill number has to be applied on the bill.
6.6.2.3. Apply Bill Number on HPTR — 2

DDO Menu->Other Bills creation ?HPTR-2 (Prev Salary/Sal Arrear) 2Apply Bill No. on HPTR-
2

The Dealing Assistant will follow the above path to apply bill number on the created previous salary/salary
arrear bill. The Dealing Assistant will enter the details such as Treasury code, DDO code, Type, Account and
split code (Go1 — Gazetted, Go2 Non —Gazetted) to search the created bills.

Once the bills are created, they will be visible on the screen as can be seen below. Now select the bill and click

on “Add Bill Number” to assign a bill number to the salary arear bill. After this, the bill can be submitted to
the Treasury.

/ == Treasuries, Accounts an % ) (@ Bill Number Genrate % ' [1 eBill DA Procedure X (=7
& C | ® himkosh.nic.infeSalary/WebPages/wfrmIPAOEmployeePreviousSalaryBillNumber g
IFMS - Integrated Financial Management System (Y4

f&HPIT Treasuries, Accounts and Lotteries

m‘&‘?m:- Department of Finance, Himachal Pradesh

E-Bills co s AP
Lgk(;REEN 4

With e-Salary

USRB11169 [ MRS SHASHI RANA ] [ T
T Previous Salary Bill Number

Trea Codex CTO00- CAPITAL TREASURY ¥ DDO Coded 105- D.D(TREASURY &ACCG ¥ Typex Salary Arrear v
Account Headk CTOD0-105-29-2054-00-095-04-01-500N-P-V-00 v Split Codesk 602 v
Kindly limit your bill Size by selecting Maximum Payee upto 100. Use Check box for the purpose
Before applying bill no Kindly check selected Account Head if it exists or not. I exists Does Account Head has sufficient budget or not
oot e O T T T

€D  CTO00-105-29-2054-00-095-04-04-SDON-P-V-00 IP33-24789 0427000406685626 813100 2796.00 2733500

Please select payee to add to bill number:- I Add Bill Number I

Best View In & Chrome £ IE 9 or Above & Mozilla firefox
* Please Ensure Pop-Up are enabled % Developed By& NIC HP State Center, Shim|a, Himachal Pradesh 2 Be supportive with your feedback on (- addire-hp@nic.in m

wll Disclaimer: Content on this w ﬂbswtﬂ is published and managed by Depanmen( oITreasurles Accounts and Lotteries, Himachal Pradesh, Shimla. For any guery regarding this website, please contact the

11:57 AM al

15/05/2017

< Wk

Key Fleld Descrlptlon

6.6.2.4. Send Bill to Treasury

DDO Menu -2 Bill submission 2Send bill to Treasury

After application of bill number on HPTR-2, the Dealing Assistant at the DDO will follow the above path to send
the bill to Treasury. All the bills will be displayed as shown in the screenshot below. Select the proper icon to
“Revert” or “Print” or “Send Bill to Treasury”.
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Three Button will be available against each bill [Revert| Pr'[nt | Send Bill to treasury]
]

Treasury: CTO00 - CAPITAL TREASURY V DDO: 041-S

From Date: 8 oo To Date: i 28
Bill to send treasury Objected bill O Passed Obje
No ‘Blll Number HOA ‘Blll Type Bill Date
n 100036 00-8009-01-101-02-S0ON-47-N-V GPFBills  01/04/2016
o 100035 00-8009-01-101-02-S0ON-47-N-V GPFBils  01/04/2016

Revert Button Action-> Return for Editing.
Print Button Action

SECTT Bill Type:

v

m
pL

sted Compiled

1 [
Creale";ii By ‘ Status

P01 1R

| Gross Amt

| Amount

1PN4.40722 (GPE Bill Creatad

-> Take Print out Signed and Physically submit to treasury.

7 250000 .00

GOE Bill Crogted 2.100000.00 240000000 ﬁ_j

7 250000.00

ER

Send Bill to Treasury Button Action- > electronically availability of Bill in Treasury.

Key Field Description

Blue icon to “Print” the bill.

6.6.3. GPF advance/withdrawal (HPTR-4)

GPF advance and withdrawal is approved at the DDO level. Whereas, final GPF withdrawal is processed

based on sanction from the AG office.

Green icon to “Send Bill to Treasury”, Orange icon to “Revert” the bill and

Note: DDO will be responsible for deduction of GPF, as the case may be, from the salary of employee by
capturing information in e-Salary. Treasury will then ensure the correctness of information based on

supporting documents submitted by the DDO.

6.6.3.1. Step 1: GPF form filling and submission by the employee/concerned

entity (manual)

DDO office provides the GPF form to the employee. The employee fills up the form detailing
advance/withdrawal amount, EMI details, etc. and also attaches the necessary supporting documents such as
GPF Annual Statement with it and submits at the DDO office.

Before a GPF bill is raised, a “GPF sanction” has to be created to check eligibility and other details. GPF
sanction contains details such as available GPF balance, previous advances/withdrawals, available GPF, GPF

amount requested, etc.

6.6.3.2. Step 2: GPF Sanction (Withdrawal/Advance)

DDO Menu - Other Bill Creation 2?HPTR-4(GPF) 2GPF Sanction
Follow the above path for GPF sanction as per the request for HPTR 4. Refer GoHP Treasury Rule number

145-148 for details on withdrawal from GPF.
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B Treasuries, Accounts and Lo Dash Board - e-Bills x B -

O himkoshnic.in * ‘

IFMS - Integrated Financial Management System i
Treasuries, Accounts and Lotteries E-Bills GO G
D

Department of Finance, Himachal Pradesh

DDO Menu

eSalary Updation (DDO) ->
Employee Updation (DDO)->
Other Bills Creation -> HPTR-4 (GFF) ->

! | GPF Sanction e 4 Total Employees
Bill Subi ->
i submission HPTR-5 (TA/MR/Othr) -> GPF Bil
Register Other Payee HPTR-2 (DA Arrear) -> & Active Employees
N . ailable to each DDO, besides general deduction
i Register Util Payee HPTR-2 (Prv Salary/ Sal Arrear) ->  hem register through your freasury 4 In Active Employees
1 DDO Bill Register (OPUON->IFAU Masier->Lieale UDU Misc ueduction)
f DDO Allocation and Expenditure & Retired Employees
g
¢ TA2 Receipt Register ANotification
i pLReg Welcome to E-Salary & E-Billing System & GPF Employees
]

TA3 Payment Register

New Register Util Payee & CPF Employees

List of Heads of Account 48 Employees without GPF-CPF

Description of Head of Account

Search Pensioner By Treasury({[T)
Search Pensioner By Treasury,pen
class,pay commission and pen type

Send your feedback at email - vijay.gupta@nic.in

Key Field Description

The following screen will open where the DDO will select the applicable GPF series from the dropdown box. The

selection category for the GPF states the purpose for which the employee is requesting the GPF.

E3 Treasuries, Accounts and Lo GPF Sanction - e-Bills X -

& O himkosh.nic.in Pig ‘ =

IFMS - Integrated Financial Management System )
Treasuries, Accounts and Lotteries E-Bills o s

Department of Finance, Himachal Pradesh

With e-Salary

USR@11169 [ MRS SHASHI RANA ] [ IPAO:: CAPITAL TREASURY ]
¥ GPF Sanction

Category = -Select— viQ

--Select--

HPO1 - JAIL
HPO02 - AIS
HPO3 - JUST
HPO4 - VETY
HPO5 - AGR

HPO6 - PWD

HPO8 - POL

Details of GPF sanction.!!!

1P15-10026 FIN(TR)B(4)- HPOS - EDU 120000.00 %0.00 RECONSTRUCTION/ADDIT... Add.Director

1P01-12671 Fin(TR)B(4)-1/2009 ES:(‘) : g‘ggp 150000.00 %0.00 RENOVATING/ADDITION/. Joint Controller (F&A) 0
HP12 - H

1P01-11556 FIN(TR)B(4)-6/96 HP112! % F(L)?i 130000.00 %0.00 RENOVATING/ADDITION/. ADDITIONAL DIRECTOR 0
HP14 - IND

1P47-10001 Fin(TR)B(3)-10/96 HP15 - HPH 300000.00 %0.00 RENOVATING/ADDITION/. Add.Director 0
HP77 - PAO

HP78 - IAAS 200000.00 %0.00 BETROTHAL/MARRIAGE C. JOINT CONTROLLER(F&A 0
1P01-23220 FIN(TR)B(4)-1/2004 11/04/2017 ¥200000.00 %0.00 RENOVATING/ADDITION/. JOINT CONTROLLER(F&A 0
1P01-11567 FIN(TAL)B(4)-8/96 10/04/2017 ¥ 42000.00 %0.00 RECONSTRUCTION/ADDIT... DEPUTY DIRECTOR 0
IP28-10001  FIN(TAL)B(3)-5/98-1l  10/04/2017 ¥50000.00 %0.00 RENOVATING/ADDITION/. ADDL DIRECTOR 0

1P01-11591 FIN(TR)B(4)32/88 07/04/2017 ¥ 100000.00 %0.00 RENOVATING/ADDITION/. JOINT DIRECTOR 0

IP01-11568 FIN(TR)B(4)-10/96 03/04/2017 ¥60000.00 %0.00 RECONSTRUCTION/ADDIT. Add.Director 0

o |

a

a

e

o

B 1P14-15071 FIN(TR)B(4)-5/99
o

o

o

@

0 =

n}

TEEERDER

Key Field Description Series Enter the GPF Series
Code Select GPF Code
Category Enter category of payment

The DDO will also select the category of payment for GPF sanction, which can be ‘Final payment’, ‘Non

Refundable Advance’, ‘Refundable advance’, ‘Retention case’, ‘Residual Payment’.
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Treasuries, Accounts and Lo

€« > 0

GPF Sanction - e-Bills X

himkosh.nic.in

IFMS

- Integrated Financial Management System
Treasuries, Accounts and Lotteries
Department of Finance, Himachal Pradesh

MRS SHASHI RANA ] [

% GPF Sanction

APITAL TREASURY ]

Series —Select— Vv || Code Category

FinalPayment

Details of GPF sanction.!)| Retention Case
Residual Payment

e ) e T

1P15-10026 FIN(TR)B(4)- 06/05/2017 ¥ 120000.00 ¥ 0.00 RECONSTRUCTION/ADDIT...
e 1P01-12671 Fin(TR)B(4)-1/2009 05/05/2017 ¥ 150000.00 0.00 RENOVATING/ADDITION/.
o 1P01-11556 FIN(TR)B(4)-6/96 04/05/2017 ¥ 130000.00 T0.00 RENOVATING/ADDITION/,
o 1P47-10001 Fin(TR)B(3)-10/96 01/05/2017 ¥ 300000.00 0.00 RENOVATING/ADDITION/.
a 1P14-15071 FIN(TR)B(4)-5/99 12/04/2017 ¥ 200000.00 0.00 BETROTHAL/MARRIAGE C...
n 1P01-23220 FIN(TR)B(4)-1/2004 11/04/2017 ¥ 200000.00 %0.00 RENOVATING/ADDITION/.
u 1P01-11567 FIN(TAL)B(4)-8/96 10/04/2017 ¥ 42000.00 20.00 RECONSTRUCTION/ADDIT...
0 1P28-10001 FIN(TAL)B(3)-5/98-1 10/04/2017 ¥ 50000.00 20.00 RENOVATING/ADDITION/..
o 1P01-11591 FIN(TR)B(4)32/88 07/04/2017 ¥ 100000.00 %0.00 RENOVATING/ADDITION/.
m 1P01-11568 FIN(TR)B(4)-10/96 03/04/2017 ¥ 60000.00 %0.00 RECONSTRUCTION/ADDIT...

Non Refundable Advance
Refundable Advance

Sanction By

Add.Director

Joint Controller (F&A)
ADDITIONAL DIRECTOR
Add.Director

JOINT CONTROLLER(F&A
JOINT CONTROLLER(F&A
DEPUTY DIRECTOR
ADDL DIRECTOR

JOINT DIRECTOR

Add Director

[+

ol o

D Jf e I

i

ol |

Series

Key Field Description

Enter the GPF Series

Code Select GPF Code

Category

Enter category of payment

Once the DDO has entered series and category, the code will be auto-populated. The following screen will open
displaying the details that are to be entered for GPF sanction. Here the user enters ‘Purpose’, ‘Sanction

Amount’, ‘Sanctioned by’, ‘Sanction No.” and then clicks on ‘Save’.

Note: Here, if the user selects Category as “Non Refundable Advance’, it will be considered as ‘GPF

Withdrawal’; in case the user selects Category as “Refundable Advance’

’, it will be considered as ‘GPF

Advance’. GPF advances details have to be updated in the e-Salary module for deduction from the employee

monthly salary.

B3 Treasuries, Accounts and Lo

€ >0

GPF Sanction x &

himkosh.nic.in

IFMS - Integrated Financial Management System
Treasuries, Accounts and Lotteries
Department of Finance, Himachal Pradesh

APITAL TREASURY ]

Series  HPO7-HGA | Code 20940
Name: 2 (P15 V1 GPF Number: No | HP
Subs (during 2| 10000 Arrear (during %0
year): year):
Purpose: RECONSTRUCTION/ADDITION Sanct Amt: T | 15000
Other: RECONSTRUCTION/ADDITION/ALTERATION OF OWN HOUSE
Sanct By: &  additional Sanction No: No | finirb123
Bill Trea: = | cTooo Bill DDO: Q | 109 X

Details of GPF sanction.!l!

ER  P15-10026  FIN(TR)B(4)-
http://himkosh.nic.in/esalary/WebPages/wirmGPFSanction

06/05/2017 & 120000.00 %0.00 RECONSTRUCTICON/ADDIT...

05/05/2017 ¥ 150000.00 % 0.00 RENOVATING/ADDITIONY...

Category Non Refundable Advance n

Closing Balance: ¥ | 178503

Withdrawal %0
(during year);

Sanct Date: & 12052017

Rule: & 15(1)B @)

Add.Director

Joint Controller (F&A’

Dl s
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Key Field Description Purpose Purpose of the sanction
Sanct Amout Sanctioned Amout
Sanct By Sanctioned By
Sanct Date Sanctioned Date
Sanction No Manually entered

Once the GPF details have been filled, the following screen will open displaying the message ‘Success:
Sanction created successfully’ and the new sanction will be visible on the screen. At this point, the DDO
also has the option for editing, deleting, or printing the details. See marked icons in the screen below.

3 Treasuries, Accounts and Lo GPF Sanction X [+ - u] X
& O himkosh.nic.in Pirg ‘ = g
IFMS - Integrated Financial Management System 4
Treasuries, Accounts and Lotteries E-Bills ¢ gr \
Department of Finance, Himachal Pradesh wt.’/

IPAO Menu

USR@11169 [ MRS SHASHI RANA ] [ APITAL TREASURY ]

¥ GPF Sanction

Series —Select— v || Code 20940 Category | —Select— viQ
—-—— -
I Success-Sanction created Successfully!!!

Details of GPF sanction.!!!

IP15-10026  fintrb123 12/05/2017 ¥ 15000.00 0.00 RECONSTRUCTION/ADDIT.. additional w
e IP15-10026  FIN(TR)B(4)- 06/05/2017 ¥ 120000.00 %0.00 RECONSTRUCTION/ADDIT. Add.Director 0 = |
a 1P01-12671 Fin(TR)B(4)-1/2009 05/05/2017 ¥ 150000.00 %0.00 RENOVATING/ADDITIONY... Joint Controller (F&A) 0 E
o IP01-11556  FIN(TR)B(4)-6/96 04/05/2017 ¥ 130000.00 %0.00 RENOVATING/ADDITION/. ADDITIONAL DIRECTOR 0 C;J
B IP47-10001  Fin(TR)B(3)-10/96 01/05/2017 ¥ 300000.00 %0.00 RENOVATING/ADDITIONY.. Add.Director 0 = |
o IP14-15071  FIN(TR)B(4)-5/99 12/04/2017 ¥ 200000.00 %0.00 BETROTHAL/MARRIAGE C. JOINT CONTROLLER(F&A 0 =
IP01-23220  FIN(TR)B(4)-1/2004 11/04/2017 ¥ 200000.00 %0.00 RENOVATING/ADDITIONY... JOINT CONTROLLER(F&A 0 g
a IP01-11567  FIN(TAL)B(4)-8/96 10/04/2017 ¥42000.00 %0.00 RECONSTRUCTION/ADDIT.. DEPUTY DIRECTOR 0 =]
9 1P28-10001 FIN(TAL)B(3)-5/98-1  10/04/2017 ¥ 50000.00 %0.00 RENOVATING/ADDITIONY... ADDL DIRECTOR 0 =
Key Field Description Series Select series from the dropdown box
Code Select code
Category Select category

6.6.3.3. Step 3: GPF Bill

DDO Menu - Other Bill Creation 2?HPTR-4(GPF) 2GPF Bill

Once the sanction has been done, the DDO is required to create a bill, which has to be sent to Treasury for
approval. The DDO will follow the above path for creation of ‘GPF Bill’ and select the “Sanctioned Payee”
from the dropdown. Sanction details will be automatically populated. Once all the details have been filled user
clicks on the ‘Save Claimant button.
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B Treasuries, Accounts and Lo GPF Form - e-Bills X [+ - x

& O himkosh nicin *| =

oy ey IFMS - Integrated Financial Management System
. Treasuries, Accounts and Lotteries
Department of Finance, Himachal Pradesh

MRS SHASHI RANA | [ IP/ ITAL TREASURY ]
T GPF(HPTR-4) Form

Bill No: * Bill Category: @ GFF Payee Type: @ Employee PayMode: B NEFT v
Bill Date: [ | 12/06/2017 Scheme: H  00-8008-01-101-02-S00ON-47-N-V ~ Bill Total: H | 15000.00
Sanctioned Payee: & sl o Available Balances as per AG
) . Balance: T 178503
EmpCode: & i GrossAmt: T 15000.00
) ! Subscription: 10000
Name: &  BIMLA DEVI GPF No: No | HP0720840 s
Arrear: 0
Bank A/C: No | 1825010014875 IFSC Code: No  UCBA0001825 :
. . Withdrawal: 0
Sanc No: No | fintrb123 Sanc Date: B8 12/052017 f
Total: T | 188503

Save Claiment INEN

No GPF Bill Found

http/himkosh.nic.in/esalary/WebPages/wirmGPFF

Key Field Description Balance This field shows GPF balance as per statement from AG

which is updated once a year and shows data till 31st
March of the Financial Year (FY)

Subscription GPF deducted from March 3157 till month before

Arrear DA Arrear, salary arrear, etc. paid after March 31st till
month before

Withdrawal GPF amount withdrawn after March 31t till now

Total Shows sum of balance, subscription, arrear minus
withdrawal amount

GrossAmt GPF Amount to be withdrawn (Advance/withdrawal)

The following screen will open which will display the details of the GPF bill created along with the ID generated.
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B3 Treasuries, Accounts and Lo GPF Form X = = X
& > O himkosh.nic.in * ‘ Q o

IFMS - Integrated Financial Management System )
Treasuries, Accounts and Lotteries E-Bills GO G

Department of Finance, Himachal Pradesh

USR@11169 [ MRS SHASHI RANA ] [ IPAO:: CAPITAL TREASURY ]

% GPF(HPTR-4) Form
L L ]
I11D:

Success-Bill Created Successfull r84 - CTO001052017100057 Bill Number:- 10005
i i e

Bill No: * Bill Category: @ GPF Payee Type: (@ Employee PayMode: B NEFT
il Date: 8 | 12/05/2017 Scheme: H | 00-8009-01-101-01-S0ON-47-N-V v BN Total: H
Sanctioned Payee: &  -Select Employee— v Go Available Balances
Balance: 2 o0
EmpCode: & GrossAmt: Ed
Subscription: Zlo
Name: a GPF No: No
Arrear: E i)
Bank A/C: No IFSC Code: No
Withdrawal: 2o
Sanc No: No Sanc Date: BA  12/05/2017
Total: 2o
BEVCROETELY New

n No. Bill Number Payee Code Payee Name GPF Number Bill Created Date Bill Amount(Rs) Edit

= i 000 P15-10026

0 4
) : 3:32 PM
a - 5/12/2017

Key Field Description NA

6.6.3.4. Step 4: Send bill to Treasury

DDO Menu=2Bill Submission ?Send bill to Treasury
Once the Bill ID is generated, the DDO will follow the above path to send the bill to Treasury.

[ Treasuries, Accounts and Lo Bill Send To Treasury - € X - X
é > O himkosh.nic.in jﬁ{ ‘
IFMS - Integrated Financial Management System

Treasuries, Accounts and Lotteries E-Bl"S GO GREE Ni

Department of Finance, Himachal Pradesh

[ MRS SHASHI RANA | [ IPAD:: CAPITAL TREASURY ]

Treasury: CTO00 - CAPITAL TREASURY DDo: 105 - D.D(TREASURY & ACCC v/ Bill Type: ~ALL Bills— v
From Date: & 01052017 To Date: & 31052017
Bill to send treasury: [J] Objected bill ®@ain  Oprassed Oobjected  Ocompiled | s ] — ——
n 100057 00-8009-01-101-02-S00N-47-N-V GPF Bills 12/05/2017  IP33-10004 GPF Bill Created ¥ 15000.00 ¥ 15000.00
B 100056 29-2054-00-095-01-S00N-05-N-V Normal 06/05/2017  1P33-10004 Bill Passed, ¥2664.00 ¥2664.00 =
a 100055 00-8009-01-101-02-S00N-47-N-V GPF Bills 06/05/2017  1P33-10004 Bill Passed, ¥ 120000.00 ¥ 120000.00 =
n 100054 29-2054-00-095-04-S00N-30-P-V Normal 06/05/2017  1P33-10004 Bill Passed, ¥38000.00 ¥ 38000.00 Q
B owss 19.2236.60-800-05-SOON-06-N-V  Normal 05/052017  IP33-10004  HPTR-5Bil Created ¥ 71581.00 ¥71543.00 [ [
B 100052 19-2235-60-800-05-S00N-08-N-V Normal 05/05/2017  1P33-10004 HPTR-5 Bill Created ¥78215.00 ¥ 77950.00 Ja
100051 00-8009-01-101-02-S00N-47-N-V  GPF Bills 05/05/2017  1P33-10004  Bill Passed, 150000.00 150000.00 =
n 100050 28-2054-00-095-01-S00N-03-N-V Normal 05/05/2017  1P33-10004 Bill Passed, ¥2160.00 ¥2160.00 L-;J
0 oo 29-2054-00-005-01-S00N-0B-N-V  Normal 04/05/2017  1P33-10004  Bill Passed, €10975.00 €10868.00 [

Key Field Description Green icon to “Send Bill to Treasury”, Orange icon to
“Revert” the bill and Blue icon to “Print” the bill.
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All the bills will be displayed as shown in the screenshot above. Select the proper icon to “Revert’ or “Print’
or “Send Bill to Treasury”. The status of bills (objected, Passed, Compiled) can also be seen from this
screen.

6.6.3.5. Step 5: Adjustment of GPF Advance (e-Salary)

DDO Menu = e-Salary updation 2 Update Adv/CPS Arr/GPF/Policy detail

To update the GPF advance details the authorized user will follow the above-mentioned path. The following
screen will open where the user will enter the employee code and select ‘Advance’ and click on the search icon.
The following screen will open where the DDO/authorized user will enter details as per the request.

B3 Treasuries, Accounts and Lo [ - e-Bills ® [+ =

o
@ O himkosh.nic.in m ’:h' = :‘9: g

X

USHE11169 | MRS SHASHI RAMA | [ IPADI: CAPITAL TREASURY |

T Employee Loan Entry

Employee Codedk 8  IP33-10004 Policy (LICK® Advance
_____
Empioyee Details ~
Employee &  1P33-10004 Designation $  Treasury Officer GPF/PRAN No. *
Scale 6 Bank Name & SBOP SHIMLA Account No. No
Advance Entry Form for May 2017 M Detalls | Qlinsiuction €6 Nots
Mo Record found,
Advance Type.
Sanc No. No
Sanc Date. )
Acc Nolgpticpf. Acc No
Sanctioned ?o
Amt.
Max Inst Count. No | 0
Manthly Inst o
Amt
Current Inst No | o

Count.

Key Field Description

Advance Type

The type of advance that is requested

Sanction No.

Enter the sanction no. of the advance

Sanction Date

Enter the sanction date of the advance

Acct No/gpf/cpf

Enter the account no for the GPF/CPF

Sanctioned amt

Enter the total sanctioned amount

Max Inst Count

Enter the instalment count in which the advance
will be paid back

Monthly Instl amt

Enter the amount of the monthly instalment

Current Inst amt

Instalment amount for the current month

Amount Recovered

The amount recovered till date

The DDO will select the Advance type as ‘GpfAdv’ from the dropdown box as per the request letter. The
following are the advance types (see screenshot below) which are applicable for advance.
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B Treasuries, Accounts and Lo - e-Bills

e O himkesh.nic.in

ENPIUYEE Ueins
—-Select-
HBA
HBI
Scale 4 CarAdv
6 Carl
WCA
WCI
Advance § rsiadv
Fstl
Misc
Advance Type. M

Employee &

Sanc No.

Sanc Date.

X |+ - o
—
O*x = “ 0
~
Designation ¥  Treasury Officer - 0690 GPF/PRAN No. * i
Bank Name & SBOP SHIMLA EAST SHIMLA. Account No. No
M Details [ Instruction € Note

No Record found.

Acc Nolgpficpf.

Key Field Description

Sanctioned T 200000
Amt.
Max Inst Count. No 20
Monthly Inst T 10000
Amt
Current Inst No
Count.
Amt Recovered (Including current month
Amt Recovered. T o

Advance Type

The type of advance that is requested

Sanction No.

Enter the sanction no. of the advance

Sanction Date

Enter the sanction date of the advance

Acct No/gpf/cpf Enter the account no for the GPF/CPF

Sanctioned amt Enter the total sanctioned amount

Max Inst Count Enter the instalment count in which the advance
will be paid back

Monthly Instl amt | Enter the amount of the monthly instalment

Current Inst amt Instalment amount for the current month

Amount Recovered | The amount recovered till date

Once the Advance type is selected, the DDO will enter the ‘Sanction No’, ‘Sanction Date’, and the
‘Account No’ total ‘sanctioned amount’ given as advance; ‘Max.Inst Amount’. no. of instalments in
which it will be paid back and ‘Monthly Inst Amt’ amount of each installments.

For the example in the screen below the DDO enters a sanctioned amount of Rs 200000, with maximum
instalments of 20 and with a monthly instalment amount of Rs 10,000.
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B Treasuries, Accounts and Lo @l - e-Bills x + - (n ]
& 5 O | himkoshricin M*% = 4 Q
e ~
Employee & 1P33-10004 Designation #  Treasury Officer - 0690 GPF/PRAN No. * |
Scale 8 Bank Name & SBOP SHIMLA EAST SHIMLA- Account No. No
Advance Entry Form for May 2017 NOetalls | K instruction o€ Note
No Record found.
Advance Type. GplAdy v
Sanc No. No | fintrb123
Sanc Date. 121052017
Acc Nolgpficpf. Ace No | HGA-12345
Sanctioned | 200000
Amt.
Max Inst Count. No | 20
Monthly Inst 2 | 10000
Amt
Current Inst No
Count.
ed (In : f
Amt Recoverad. ? 0
pre—
) ﬁiﬁ 'Zanml
Key Field Description Advance Type The type of advance that is requested
Sanction No. Enter the sanction no. of the advance
Sanction Date Enter the sanction date of the advance
Acct No/gpf/cpf Enter the account no for the GPF/CPF
Sanctioned amt Enter the total sanctioned amount
Max Inst Count Enter the instalment count in which the advance
will be paid back
Monthly Instl amt Enter the amount of the monthly instalment
Current Inst amt Instalment amount for the current month
Amount Recovered The amount recovered till date

Once the details have been entered, the instalments will be deducted from the employees account (monthly
salary) as an adjustment to the GPF advance issued.

6.6.4. Normal/Advance bills (HPTR-5)

Majority of the bills raised by DDO are under this category. HPTR-5 form is used to raise all types of bills except
GPF, DA arrears, previous salary and salary arrears bills. For raising normal or advance bills, follow the below-
mentioned path

6.6.4.1. Overview

E-Bills 2 DDO Menu -2 Other Bills Creation 2 HPTR-5 (TA/MR/Other)

+ Bills along with claim forms are submitted at the DDO. DDO can in turn delegate the responsibility of
entering the details of the bills in the E-Bills system to the Dealing Assistant.

4+ The entity registration process is performed (discussed earlier) to generate a unique code for the entity,
which is then used for future bill entries for subsequent payment. The example taken in the steps below is
for the electricity bill.
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== Treasuries, Accounts and Lo Dash Board - e-Bills X+ - X
& = O | himkoshaicin | =7 O
<R IFMS - Integrated Financial Management System ) V7
Treasuries, Accounts and Lotteries E-B|I|S GO GRET X -
Department of Finance, Himachal Pradesh ‘_'h

eSalary Updation (DDO) ->
Employee Updation (DDO)->
Other Bills Creation -= HPTR-4 (GPF) ->

( fication e i Total Employees (15 ]
¢ Bill Submission > HPTR-5 (TAMR/Othr) = '
" Normal /Advance Bill
Register Other Payee & Active Employees
g v HPTR-2 (DA Arrear) -= Create new Bill from old HPTR -5 Bil ey @
P Register Util Payee HPTR-2 (Prv Salary/ Sal Arrear) -> 3 In Active Employees (3]
1 DDO Bill Register -
] iFAQs .
1 DDO Allocation and Expenditure Do you know that Three BT Deduction are available to each DDO, besides general deduction & Refired Employees a8
1 TA2 Receipt Register appearing in eSalary monthly deduction. Get them r through your treasury
] (option->IPAO Master->Create DDO Misc Deduction) & GPF Employees [ 11
{ TA3 Payment Register
New Register Util Payee & CPF Employees (3]
List of Heads of Account & Employees without GPF-CPF [1]
v A

Description of Head of Account

Search Pensioner By Treasury
Search Pensioner By Treasury.pen
class,pay commission and pen type

httpy//himkosh.nic.infeSalary/WebPages/wirmIPAOCreateHPTRS.aspx iSend your feedback at email - vijay.gupta@nic.in
ENG 11:36

@~ NTL 1052017 )

Key Field Description Create new Bill from old HPTR-5 Bill can is used to create a new bill from an
already exisitng bill. The details will be automatically pupulated for the old bill
and can be updated as per the new bill. This saves time.

A note on Employee Claims:

Some of the key points to consider while processing employee claims are:
Table 11: A note on Employee claims

Ty ot i

1 Travelling e Bill should be presented on H.P.T.R. 5
allowance e The Tour Programme should be verified by competent authority
advance andits ® Attendance certificate should be presented in case of court evidence
adjustment e Cash memo needs to be presented in case of hotel charges
e Ticket numbers of train / aero plane / deluxe buses needs to be presented while
filing claims
e The adjustment in case of the TA bills needs to done by attaching the bills and
submitting it to the Treasury. In case where TA advance is not fully utilized, the
employee will create an e-challan online for the unspent amount and submit it
along with the bill mentioning the amount.
2 Transfer e Bills are raised using HPTR-5
Travelling e Copy of Transfer Order needs to be attached.
Advance (TTA) ¢ Actual bill for carrying of personnel effects will be attached.

Bills are prepared using form HPTR-5
Prescription slip needs to be attached
Original cash memo of the medical bills needs to be submitted
Bills to be presented at the DDO within 3 months from completion of treatment.
4 House Building * Request for House Building advance is raised by the employee with the DDO
Advance (HBA) DDO sends a letter to Government of Himachal Pradesh (Department of Finance)
requesting for a House Building Advance
e On approval, the Department of Finance, GoHP sends a letter to the DDO with the
sanction letter
e DDO will then prepare the bill on HPTR-5 and along with it attach relevant
documents such as loan details, house details, etc.

3 Medical bills
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e DDO will also send a letter to AG mentioning the House Building advance and bill
details. The AG will then open an individual account in the name of the employee,

wherein the advance will be settled.
e For detailed steps for settlement of HBA advance, refer Salary Modules ->
Update Employee Advance/CPS Arr/Policy detail section

Now let us look at the process for creation of normal/advance bills.

6.6.4.2. Normal/Advance bill entry

E-Bills 2 DDO Menu -2 Other Bills Creation = HPTR-5 (TA/MR/Othr) 2 Normal/Advance Bill
After selection of Normal/Advance bill tab, the following screen comes up.

(v, Problem loading page X | Treasuries, Accounts and Lotter X HPTR-5 - e-Bills X 4

€ | @ himkosh.nicin/eSalary/WebP.

AOCreateHPTRS

Q Search

¥ Create HPTR-5

USRE11198 [ MRS MEERA CHAUHAN ] [ IPAO:: CAPITAL TREASURY ]

IFMS - Integrated Financial Management System

Treasuries, Accounts and Lotteries
e v e Department of Finance, Himachal Pradesh

Search Bill lumber No 5

E-Bills g GREEN\-J/
D

With e-Salary |

Your Password expiring in 7 days. Please Change Password!!!

New Bill

Bill Desc. % | Bill Description ifAny ? e he Mon Bill No *
SOE J | —Select SOE~ v Scheme | 3 _select Scheme— Allocated T 0
Bill Date Expenditure
e # 161102017 P T 0
BilCategory 8 @ | _select Category— Dept Scheme No | Dept Scheme (fan Balance %0
—Select Category— :
Pay Mode ® [Normal Payee Type M —Select Payes— Bill Total 0
Advance
Adjustment
A7 Bill Total is: €0
Best Visw In @ Chrome @ IE 9 or Above &) Mozilla firefox
% Please Ensure Pop-Up are enabled % Developed Byl NIC HP State Center, Shimla, Himachal Pradesh % Be supportive with your feedback on A addire-hp@nic.in m

‘M| Disclaimer: Content on this websits is published and managed by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla. For any query regarding this w
&6 Web Information Manager: Sh Deepak Bhardwaj [ Additional Director ],#addtre-hp@nic.in 3. Contents ofthis website are informative only and for benefit of the public. However, these

legal right or obligation. Website designed by National Informatics Center.

Key Field Description

please contactthe
do not confer any

Bill Category
Normal Normal bills
Advance Advance bills which later needs to be adjusted

Adjustment | Adjustment bills against advance bills

* Adjustment at DDO level is offline. Bill number of advance bill, date,
amount, and sanction, etc. is submitted by DDO to the TO for
adjustment

Select the “Bill Category” as “Normal’, “Advance” or “Adjustment”’ depending on the type of bill.

#* If user selects “Advance” bill the following screen comes up. Please note that for advance bills, later, and

adjustment bill has to be raised.
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(v, Problem loading page X \ Treasuries, Accounts and Lotter| HPTR-5 X 4 = X
€ (i himkosh.nicin/eSalan vfrmIPAQCreateHPTRS E1 ¢ Q Search wBa & & O 8 =
W

E-Bills co GREEN®

With e-5:

IFMS - Integrated Financial Management System
Treasuries, Accounts and Lotteries

Department of Finance, Himachal Pradesh

=

Your Password expiring in 7 days. Please Change Password!!!

[ MRS MEERA
ate HPT

CAPITAL TREASURY ]

Search Bill Number po | Dill 1o

Bill Desc. s | BilD A e on Bill No * B e
SOE % —SelectSOE— ~ heme | & _gelect Scheme— Allocated 20
Bill Date # 16102017 Expenditure 0
Bill Category @ Advance - Dept Scheme NO | Dept Scheme (ff an Balance €0
Pay Mode B NEFT Payee Type M —Select Payee— © Bill Total T 0
Add Payee
A7 Bill Total is: €0

Best View In @ Chrome & IE 9 or Above & Mozilla firefox

% Please Ensure Pop-Up are enabled % Developed By NIC HP State Center, Shimla, Himachal Pradesh % Be supportive with your feedback on A addire-hp@nic.in
'ril Disclaimer: Content on this website is published and managed by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla. For any query regarding this website, please contact the
ontents of this website are informative only and for benefit of the public. However, these do not confer any

& Web Information Manager: Sh Deepak Bhardwaj [ Additional Director ], addtre-hp@nic.in 93
ite designed by National Informatics Center.

Form for “Advance” Bill. For such bills later an “Adutsment” bill has to be

created.

legal right or obligatior

Key Field Description

#+ Ifuser selects “Adjustment” bill the following screen comes up. Please note that currently this option is
not working for the DDOs and hence actual bills along with advance bill voucher number and other
details have to be submitted at the concerned Treasury directly for adjustment.

HPTR-5 x4 — X

5 Treasuries, Accounts and Lotter

TRS El ¢ Q Search wEa ¥ A 9 8
Y] -

E-Bills cg GREEN®
D

With e-Salary |

/1, Problem loading page

€

mIPAOCreat

himkosh.nicin/eSalary

IFMS - Integrated Financial Management System
Treasuries, Accounts and Lotteries
Department of Finance, Himachal Pradesh

MRS MEERA CHAUHAN ] [ IPAO:: CAPITAL TREASURY ] Your Password expiring in 7 days. Please Change Password!!!

¥ Create HPTR-

Search Bill Number po il 1o Go
Bill Desc. * e 1o Bill No %5 .
SOE * o Scheme | & _geiact scneme— Allocated )
Bill Date = Expenditure z 0
Bill Category @ Adjustment ~ Dept Scheme No | Dept Scheme Balance T o0
Pay Mode B neFT - Payee Type W _SelectPayee » Bill Total to
Add Payee

justment bill is to be submitted
e and advance bill amount

Bill Total is: T 0

Best View In® Chrome & IE 9 or Above &) Moxzilla firefox
* Please Ensure Pop-Up are enabled % Developed By.& NIC HP State Center, Shimla, Himachal Pradesh 24 Be supportive with your feedback on =+ addtre-hp@nic.in m

™ Disclaimer: Content on this website is published and managed by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla. For any query regarding this website, please contact the
1, these do not confer any

ebsite are infarmative only and for benefit of the public. Ho

& \Web Information Manager: Sh Deepak Bhardwaj [ Additional Director ]+ addtre hp@nic.in 99, Contents of this W

Key Field Description Form for “Adjustement” Bill.

%+ Also there are various Pay Modes such as “NEFT”, “Draft’, “Challan” and “DDO (RTR/DD)” for a bill.
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/1, Problem loading page K| Treasuries, Accounts and Lotter X HPTR-5 X = X
€ | (& himkosh.nicin/eSalary/WebPages/wirmIPAOCreateHPTRS E1 @ Q Search wEa ¥ & 9 2 =
IFMS - Integrated Financial Management System b/ =
Treasuries, Accounts and Lotteries E-BI"S GO GREEN‘\'RL’
Sr=o-w=ms Department of Finance, Himachal Pradesh e With v W
USRe11198 [ MRS MEERA CHAUHAN ] [ IPAO:: CAPITAL TREASURY ] Your Password expiring in 7 days. Please Change Password!!l
¥ Create HPTR-5
Search Bill Number po O Go
Bill Desc. % | oilDe . Bill No *
SOE % | _SelectSOE— » Scheme | 3 _select Scheme— - Allocated z o
Bill Date B9 16102017 Expenditure €0
Bill Category @  Adjustment - Dept Scheme Balance %0
Pay Mode B NeFT Payee Type _Select Payee— o Bill Total %o
brat _
EMIRIN o0 o0 vouche novpucher ate and acance bl amount. e
A Z Bill Totalis: ¥ 0
Best View In@® Chrome & |E 9 or Above @) Mozilla firefox
 Please Ensure Pop-Up are enabled % Developed By NIC HP State Genter, Shimla, Himachal Pradesh 2% Be supportive with your feedback on - addtre-hp@nicin m
 Disclaimer. Content on this website is published and managed by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla. For any query regarding this website, please contact the
&6 Web Information Manager: Sh Deepak Bhardwaj [ Additional Dlrecml]Aaumrernp@m:‘m 9% Contents of this website are infarmative only and for benefit of the public. H these do not confer any hd
Key Field Description Pay Mode | NEFT: This option is for direct bank transfers
Draft: In this option banks gives a draft to DDO as
payment instrument
Challan: For payment to other DDO (e.g. PWD) a bill and
a challan (from e-challan) is submitted by the DDO. Bank
in this case deducts one head and credits the other. Challan
is attached with the bill.
DDO (RTR/DD): This is for cash payment. In this case a
authority letter along with the Pay Order has to be
submitted at the Bank. An authorised representative from
DDO collects the cash from the bank.
In the example below a “Normal Bill” is created. After selection of “Bill Category” as “Normal” and
filling other details the following screen opens up. The screen has different expenditure categories. As
highlighted earlier, user can select different HoAs depending on the type of bills under consideration. In this
example “05-OFFICE EXPENSES” has been chosed as the SOE, since it is a electricity bill.
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¥ | Z QO

E-Bills g0 creeN! \L

»

HPTR-5 - e-Bills X

B Treasuries, Accounts and Lo

O

é

himkosh.nic.in

IFMS - Integrated Financial Management System
Treasuries, Accounts and Lotteries
Department of Finance, Himachal Pradesh

MRS SHASHI RANA ] [
% Create HPTR-5

APITAL TREASURY ]

Search Bill Number No Go w
i e i g * Bill No *
SOE 1 * v Allocated Z o
-—— 00-
Bill Date 2 | 01-SALARIES Expenditure Z o0
03-TRAVEL EXPENSES
BCategory @ | 05-OFFICE EXPENSES Ralance T o
06-MEDICAL REIMBURSEMENT
12-PROI (o] PECI, E ol il
Pay Mode ) Zé‘OF;HEESSH;:éLEg SPECIAL SERVICE _Select Payee— W Bill Total z o
30-MOTOR VEHICLES (OUTSOURCED VEHICLES/POL/Repairs)
38-PENSIONS
47-ADVANCES
48-LOANS
Az 65-REMUNERATION TO OUTSOURCE EMPLOYEES Bill Total is: ¥ 0

99-HONORARIUM

Best View In @ Chrome & IE 9 or Above &) Mozilla firefox
“* Please Ensure Pop-Up are enabled % Developed By & NIC HP State Center, Shimla, Himachal Pradesh % Be supportive with your feedback on :# addtre-hp@nic.in

-

ebsite, please contact the &6

@

'l Disclaimer: Content on jarding

i by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla. For any query

ents of this website are informative only and for bel these ot confer any

ector 1 A addtre-hp@nic.in Con

Field

Key Field
Description

Description

Bill Desc.

Description of the bill

SOE

Standard object of expenditure

Bill Date

Date as mentioned on the bill

Bill Category

Select the category of bill from the dropdown box
(eg. Electricity, telephone etc.)

Pay Mode

Mode of payment (Eg. NEFT,RTGS etc)

Bill No.

Unique bill number as mentioned on the bill

Bill Total

Total amount for the bill

For accessing an existing bill, enter Bill No. in the “Search Bill No.” box and click on “Go” button. Some of the
important details while recording a bill are “Bill Description”, “SOE” category, “Scheme” code, “Pay Mode”.

== Treasuries, Accounts and Lo HPTR-5 - e-Bills X+ - X
& ‘ himkosh.nic.in/eSalary/WebPages/wirmIPAOCreateHPTRS x4 | = Z O

O

IFMS - Integrated Financial Management System

Treasuries, Accounts and Lotteries
Department of Finance, Himachal Pradesh

USR@11869 [ MRS MEERA CHAUHAN ] [ IPAO:: CAPITAL TREASURY ]
R Create HPTR-5

Search Bill Number No  Bil No Go [ New Bil |
Bill Desc. 3% | bill regarding telephane etc Bill No % | Bill Numbe
SOE % | 05-OFFICE EXPENSES Scheme | § ' 29.2054-00-097-01-S00N-05-N-V v Allocated T 100000
Bill Date B | 16052017 05-OFFICE EXPENSES Expenditure 7 6415
Bill Category @ Normal ~ Dept Scheme No | Dept Scheme Balance T 93585
Pay Mode B NEFT v Payee Type ™ Other v Bill Total Tlo
ik o o
Payee Detail Payee Code Go Q Deduction SubVoucher
AG v Select v v A Add
Payee Detail &P ame
IFSCiAcc No No o Enter Some Deduction
No/Date Sanction No B | 16/05/2017
GrossiNet Amt % | Gross Amount Q| Total Ag Ded T Total Trea Ded {0}
Ag/Tre Ded 0 70

E-Bills ¢ cREENS

With e-Salary

4 ; ENG
[ = INTL 16

Key Field

[ Field

| Description
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Description Bill Desc Description of the the bill
SOE Bill category (Eg. Electricity bill)
Scheme The scheme under which the bill amount is booked
Sanction No. and | Sanction no. and the date of sanction needs to be entered
Date
Gross/Net Amt. | The net amount of the bill after adujustments of applicable
deductions
Deductions Applicable deductions are selected from the dropdown and the

amount is entered. After entering the deduction values, click on
the “Add” button

Pay Mode NEFT: This option is for direct bank transfers

Draft: In this option banks gives a draft to DDO as payment
instrument

Challan: For payment to other DDO (e.g. PWD) a bill and a
challan (from e-challan) is submitted by the DDO. Bank in this
case debits one head and credits the other. Challan is attached
with the bill.

DDO (RTR/DD): This is for cash payment. In this case a
authority letter along with the Pay Order has to be submitted at
the Bank. An authorised representative from DDO collects the
cash from the bank.

As observed in the screen shown above, there is a section for bill payee where the Dealing Assistant adds
relevant details. The payee can also be searched through the “Search” button next to the “Payee Detail”
label. There are different categories with the help of which a payee can be searched as shown in the screen
below. After search the details pertaining to the Payee Name, Code, and Bank Details gets auto-populated on
the screen.

== Treasuries, Accounts and Lo HPTR-5 X =S — X
< = 0O ‘ himkosh.nicin/eSalary/WebPages/wfrmIPAOCreateHPTRS P ‘ = 4 & -

Search Other Payee

All
Search=> 4588000400000812
PAN Number
——|Aadhar Number
MUKESH CHAND 9,10 hile Number ITAL TREASURY SHIMLA-2 ]

TIN Number

Value to be Used

@~mo= \ErllfL 151}22)1? |
Key Field The payee can be searched through the Bank Accnt. No. or PAN No. or Aadhar No. or
Description Mobile No. or TIN No. After the search, the relevant details of the payee comes up,

which is then selected and “Use This” button is clicked. Click on the “Close” button to
close the screen.

Upon selecting the payee as mentioned in the description above, once the Dealing Assistant clicks on the “Use
This” button a unique payee code is generated as shown in the screen below. Post this step, the Dealing
Assistant adds details like; Sanction No., Sanction Date and Gross/Net Amount of the bill. Additionally, if there
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are any deductions, which need to be made, the Dealing Assistant has to select the nature of deduction from the
dropdown and enter the values needed. After entering the deduction values, the “Add” button is clicked.

Post adding all the details as explained in the steps above, the Dealing Assistant clicks on the “Save Payee”
button to save the details (As shown in the screen below).

== Treasuries, Accounts and Lo HPTR-5 X+ - X
< O himkosh.nicin g = ¥Z 0O
Search Bill Number No Go w
Bill Desc. % | bill regarding telephone etc Bill No *
SOE %  05-OFFICEEXPENSES Scheme | g | 29.2054-00-097-01-S00N-05-N-V Allocated T | 100000
Bill Date B9 | 160572017 05-OFFICE EXPENSES Expenditure 7 6415
Bill Category @ Normal W Dept Scheme No Balance F 93585
Pay Mode B NEFT v Payee Type ™ Other ~ Bill Total Tlo
Payee Detail Go Q Deduction ()  SubVoucher [ ——
AG Select: v/ - m_l
Payee Detail a ‘ ‘ a ‘
IFSCiAcc No No | PUNB0458800 No | 4588000400000812 Enter Some Deduction
No/Date Sanction No ) 16052017
GrossiNet Amt z P Total Ag Ded T Total Trea Ded {0}
AgiTre Ded z o )
Adhar No L4 PAN No
—— -l
i
4 Bill Detail of /4 Bill Payee Count ([ Bill Total is: ¥ 0

ENG 11:42
A B x

INTL  16-05

Key Field Description NA

== Treasuries, Accounts and Lo HPTR-5 X |+ - x
& O himkosh.nic.n 3 = ¥ 0O
Search Bill Number Ng Go w

Bill Desc. sk | bill regarding telephone etc Bill No %k 100015

SOE % 05OFFICE EXPENSES Scheme | g ' 29.2054-00-097-01-S00N-05-N-V - Allocated T | 100000

Bill Date £ | 161052017 05-OFFICE EXPENSES Expenditure z 6415

Bill Category @ | Normal N Dept Scheme No Balance z 92385

Pay Mode P NEFT ~ Payee Type ™ Other v Bill Total T 1200

:

iSuccess-Bill Created Sucessfully BilllD-- CTO005002017100015 Bill Number- 100015

Bill Total is: ¥ 1200

4 Bill Detail of ([ [II[E # Bill Payee Count [

No.  Payee Code Payee Name Account No Gross Trea Ded Ag Ded Amount
[ 1] T1200.00 Z0.00 T0.00 T 1200 ﬁ
|
Best View In & Chrome & IE 9 or Above € Mozilla firefox
% Please Ensure Pop-Up are enabled % Developed By& NIC HP State Center, Shimla, Himachal Pradesh ¥ Be supportive with your feedback on - addtre-hp@nic.in m
il Disclaimer: Content on this website is published and managed by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla. For any query ease contact the &k
Web Information Manager: Sh Deepak Bhardwaj [ Additional Director |, addtre-hp@nic.in 3. Contents of this website are informative only and for benefit of the ver, these do not confer any

legal right or abligation. Website designed by National Informatics Center
’ ENG 43
@~ INTL 16-05

Key Field Description = Multiple payees can be added in a single bill. Once all payees are added, click
on “Complete Bill” button to send bill to Treasury.

Once the above steps are completed, the last step is where the Dealing Assistant has to click on the “Green”
icon next to the amount displayed for the bill, to send it to the Treasury. In case there is some issue with the bill,
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the Dealing Assistant clicks on the “Red” icon next to the “Green” icon to raise objection against the bill (as
shown in the screen above).

The following screen would come up once the bill is send to Treasury office.

== Treasuries, Accountsand Lo [@ HPTR-5 X B - x
< = 0O ‘ himkosh.nicin D ¢ ‘ = Z O
= . - \
m IFMS - Integrated Financial Management System ; |
“ f@H®IY Treasuries, Accounts and Lotteries E-Bills co grEEN
P | Department of Finance, Himachal Pradesh hoSa -
USR@11@69 [ MRS MEERA CHAUHAN ] [ IPAO:: CAPITAL TREASURY ]
% Create HPTR-5
Search Bill Number No Go w
Bill Desc. %  bill regarding telephone etc. Bill No sk 100015
SOE %  05OFFICE EXPENSES Scheme | § = 29.2054-00-097-01-S00N-05-N-V ~ Allocated T 100000
Bill Date £ 16050017 05-OFFICE EXPENSES Expenditure Z 6415
Bill Category @ | Normal o Dept Scheme No Balance Z 89401
BaylMote P | NEFT v Bayeeql¥pe ™ Other v Billctal ? 4184
-100015 bil ly leted and ready to send to treasury
4 Bill Detail of {{[IE # Bill Payee Count () Bill Total is: ¥ 4184
No.  Payee Code Payee Name Account No Gross Trea Ded Ag Ded Amount
B  Tor0s10001 Accounts Officer BSNL 057501601000336 22984.00 20.00 20.00 72984
B  Toso010007 MUKESH CHAND SHARMA 4588000400000812 £1200.00 2000 20.00 21200

ENG 11:46

@~=e NTL 16052017 )

Key Field A message displayed in green would come up (as observed in the screenshot above)
Description when the bill is sent to Treasury

Note: In cases where the bill is pertaining to any employee advances e.g. Travel Advances (TA), House Building
Advance (HBA), health and family welfare, agriculture, etc., the same process is followed. The employee taking
the advance would approach the relevant DDO of their office. The employee would be provided an advance
form by the admin. Dept. of the DDO and then would have to fill up the form. This form is then checked by the
by the DDO, for the respective sanctions, under the heads to which the bill belongs. Post this step, if required,
the DDO sends the form to the HoD for approval. After approvals/sanction are received (if applicable), the bill
is entered into the E-Bills system through the same process which is presented above.

6.6.4.3. Adjustment bills against advances

In case of adjustments bills against advances, the same option (E-Bills 2 DDO Menu = Other Bills Creation >
HPTR-5 (TA/MR/Othr) - Normal/Advance Bill) is supposed to be used. The “Bill Category” in this case has
to be selected as “Adjustment’.

However, currently the system shows error on the screen. As a result, currently DDOs are submitting the
adjustment bill manually at the Treasury Office along with the advance bill details such as voucher date and
advance bill amount, etc. TO then processes these bills in the HP-OLTIS.
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(v, Problem loading page K| Treasuries, Accounts and Lotter X HPTR-5 X 4 = X
€ | (& himkosh.nicin/eSalary/WebPages/wirmIPAOCreateHPTRS E1 @ Q Search wEa ¥ & 9 2 =
- - hag A
IFMS - Integrated Financial Management System ) v
Treasuries, Accounts and Lotteries E-Bills GO GREENSY g
Department of Finance, Himachal Pradesh QG' With v ¥

USR@1119@ [ MRS MEERA CHAUHAN ] [ IPAO:: CAPITAL TREASURY ] Your Password expiring in 7 days. Please Change Password!!!

X Create HPTR-5

Search Bill Number No | Bill Mo Go New Bill

Bill Desc. % | BilDe nif Any 2 e ages he Bill No *
SOE + | —Select SOE— ~ Scheme | £ _gelect Scheme— - Allocated T 0
Bill Date RIS £ Category Expenditure %0
Bill Category @  Adjustment - Dept Scheme No | Dept Scheme (f an Balance %0
Pay Mode B NEFT P Payee Type M —Select Payee— © Bill Total T 0

r= el siersrsiorlrmeirellsfers e eorreme il | ——

AError-Note > Adjusting advances generated through online advance bill. Adjustment billis to be submitied | Add Payee |
Imanuallx- intreasury aleng with advance bill detail vizvoucher no,voucher date and advance bill amount I
S N N I B I N S N .
a4 Bill Total is: ¥ 0
Best View In @ Chrome £ IE 9 or Above @ Mozilla firefox
 Please Ensure Pop-Up are enabled % Developed By NIC HP State Center, Shimia, Himachal Pradesn 2 Be supportive with your feedback on - addtre-hp@nic.in m

i Disclaimer: Content on this website is published and managed by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla. For any query regarding thi e, please contact the

& Web Information Manager: Sh Deepak Bhardwaj [ Additional Director ]+ addtre hp@nic.in 9. Contents of this website are Informative only and for benefit of the public. H

Key Field Description NA

Note to DDOs: 1In case of unused advance amount, employee has to create an online challan from e-Challan
portal and submit the copy of deposited challan along with the bill/s to the Treasury Office. E.g. for an advance
of INR 10,000/~ if expenses were for INR 8000/- and INR 2000/- was unused, then the employee needs to
create an online challan of INR 2000/-. A copy of deposited challan with the actual bills along with details of
advance bill has to be submitted at the concerned Treasury.

In case where the actual expenses are more than the advance amount, the balance will be paid into the
employee’s bank account directly.

6.6.4.4. Bills with “e-Challan” as pay mode

In case of funds transfer between departments, e.g. Education department paying PWD for construction of a
school building, bill is submitted with copies of challan generated from e-Challan application. Online challan is
prepared with “Manual” payment mode in favour of PWD.

A sanction letter and a receipt challan is required along with such bills. While creating bills in system, “Pay
Mode” to be selected is “Challan”. The rest of the process is same as discussed above. Please see screenshots
below for details.
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Key Field Description Select Pay Mode as “Challan” for funds transfers between departments.

Under “Payee Detail” section, enter details of e-Challan as shown in the screen below.

Key Field Description In the field HIMGRN (CHALLAN), enter e-Challan reference number
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After online bill submission, the sanction order and e-challan copies are submitted at the Treasury Office for
processing. After bill is passed by TO, a Pay Order is generated with remark mentioning e-challan number and
other details. This Pay Order is submitted at the Bank for settlement. The Bank then debits and credits the
accounts involved in the transaction. One head shows expenditure and other receipt and both are included in
the bank scrolls submitted by the agency bank on T+1 day.

A note on messenger registration: In case registration of a new messenger for a DDO, an authorization
letter is send to the Treasury office containing the details of the designated messengers (having their name,
specimen signature, and photographs). The same messenger details are used by the Treasury office to receive
the bills sent by the DDO. If there is any change in the messenger during the course of the year, an
authorization letter containing the changes has to be sent by the DDO to the Treasury office.

6.7. Step 4: Removing objections on bills sent back by
Treasury office

During the verification process of the bill, once the Treasury office raises an objection on a bill, it comes back to
the DDO office. The DDO then looks into the objection raised against the bill and clears it. After clearance of the
objection, the bill is submitted to Treasury office for re-verification.

Objections can be on the amount or otherwise. If the objection is on the amount of the bill, then the DDO will
have to create a new bill in the system. In this case the old/objected bills cannot be resubmitted by the DDO to
the TO. In other cases, after clearing objection/s the same bill can be updated and resubmitted to Treasury
Office for verification.

Status of bills as “Objected, Compiled, etc.” can be seen from the Menu DDO Bill Register or DDO
Menu 2Bill Submission 2Send bill to Treasury.

Then go to DDO Menu -> Bill Submission -> Reopen Objected Bills to reopen the objected bills. After
this, the DDO will update and resubmit the bill to the Treasury (for changes other than bill amount).

DDO Menu -> Bill Submission -> Reopen Objected Bills

Dash Board - e-Bills X Bill Send To Treasury - e-Bills X | 4 - X

ebPages/wirmBillSendTreasury =) Search wB ¥ /& @ i

a1 ~

IFMS - Integrated Financial Management System ) R
== Treasuries, Accounts and Lotteries E-Bills GO GREEN' ’
e . Department of Finance, Himachal Pradesh B With e-Salary

1P01-11596

E eSalary Updation (DDO) = W Your Password expiring in 7 days. Please Change Password!!l
Employee Updation (DDO)-»
Other Bills Creation - SURY v DDO: 500-DISTRICT TREASURY OFF | Bill Type: ~ALL Bills— -

Bill Submission -> Send Bill to Treasury & 31102017

Register Other Payee Reopen Objected Bills

Register Util Payee

Bi @an Opassed  Oobjected  COCompiled
DDO Bill Register

1 TA2 Receipt Register 05NV Normal 13102017 IPO1-11596  HPTR-5 Bill Created ooodo0  zesoso0 S

(| TA3 Payment Register FOE-N-Y Normal 102017 IPD1-1596  Bill Passed T1030300  T1090300 |3

| New Register Util Payee 05NV Normal 111012017 IP01-11596 Bill Passed ¥700.00 70000 I_;.

[ e-Vitran Sancfion Letter [REENEY Normal 11102017 IPOI-11596  Bill Passed 7141000 T

B 100060 29-2054-00-097-01-S00N-01-N-V Salary Bills (Non eSalary) 04/10/2017 IPO1-11596 Bill Compiled ¥54968.00 T0.00 é

B 100059 29-2054-00-097-01-800N-01-M-V Salary Bills (Mon eSalary) 04/10/2017 IP01-11596 Bill Compiled ¥7500.00 ¥6756.00 é

100058 20-2054-00-097-01-500N-01-N-/ Salary Bills (Non eSalary) 041102017 IPO1-11596  Bill Passed 7902400 2000 B

B 100057 29-2054-00-097-01-S00N-01-N-V Salary Bills (Non eSalary) 04/10/2017 IPO1-11596 Bill Compiled ¥6688.00 TE016.00 é

M

Key Field Description NA
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6.8. Reports

Report Menu -> DDO bills

S.No. | Name of the Report Description

1 DA Report Report on DA arrear bills for a DDO
2 Prev Salary/Salary Arrear Report on previous salary and arrear bills for a DDO

6.9. Other menus

E-Bills > DDO Menu - DDO Bill Register

This menu is used to see details of all the bills raised by the DDO. As can be seen from the screen below, report
can be generated “bill-wise” or “scheme-wise”. Also, reports based on status (Accepted, Objected, Passed,
Compiled) of bills can be generated.

Treasuries, Accounts and Lotter % @ DDO Register - e-Bills x 4 = X
€ (i) himkosh.nicin/eSalary/Paramet Bl & QsSearch "B ¥ A9 i =
- - '
IFMS - Integrated Financial Management System ) V/
f@A®FIT  Treasuries, Accounts and Lotteries E-Bills &0 GREENSY 4
EE’»%.-:- Department of Finance, Himachal Pradesh & With e-Salary
USR@11198 [ MRS MEERA CHAUHAN ] [ IPAO:: CARITAL TREASURY ] Your Password expiring in 7 days. Please Change Password!l
% DDO Register
Fin Yeark: 2017 v Treasuryk CTOD0 - CAPITAL TREASURY | DDO%k 500 - DISTRICT TREASURY OF v
oD B | 010412017 o B 31032018 =Lz —~All SOE~ v
Bill Status Al Bill No Wise DDO Bill Register oo i e Ne leN= | =
Accepted
Objected
Passed
Compiled
Best View In @ Chrome & IE 9 or Above &) Mozilla firefox
% Please Ensure Pop-Up are enabled % Developed By& NIC HP State Center, Shimla, Himachal Pradesh 3 Be suppartive with your feedback on - addire-hp@nicin
M| Disclaimer: Content on this website i5 published and managed by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla. For any query regarding this website, please contactthe
& Web Information Manager: Sh Deepak Bhardwaj [ Additional Director ], addire-hp@nic.in %8. Contents of this website are infarmative anly and for benefit of the public. However, these do not confer any
legal right or abligation. Website designed by National Informatics Center.
o P
Key Field Description NA
. « o . . o . .
Click on “Scheme Wise DDO Bill Register” for details of bills at the DDO level.
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@ Reporting - Mozilla Firefox - X

himkosh.nicin/eSalary/ParameterPages_Reports/SSRSReporting

f22 b DI @ l:lFmleext = R e o~

Scheme Wise-DDO Bill Register

CTO00-CAPITAL TREASURY - 500-DISTRICT TREASURY OFFICER

01-SALARIES 29-2054-00-097-01-SO0ON-01-N-V

Lo alesiil - - 1
Bill No Gross Amt; Ag Ded; Net Amt; Live Remarks i
1 100010 02-05-2017: @ 3882 15494.00 0.00 0.00 0.00 15494.00 0.00.Compiled vide Vch No: 000023 applied on
03/05/2017
2 100011 02-05-2017 46238.00 0.00 0.00 0.00 46238.00 0.00.Compiled vide Vch No: 000026 applied on
03/05/2017
3) 100012 :02-05-2017! @ 3884 6236.00 0.00 0.00;  630.00 0.00!  5606.00iCompiled vide Vch No: 000028 applied on
03/05/2017
st 100040 111708-2017: @ 12646 |  92913.00%  0.00 0.00 0.00 0.00! 92913.00!Compiled vide Ve No: 000037 applied on
11/08/2017
S 100041 11-08-2017 18647 7260.00 0.00 0.00 0.00 0.00 7260.00:Compiled vide Vch No: 000036 applied on
11/08/2017
6 100057 04-10-2017 | @ 25280 6628.00 0.00 0.00]  672.00 0.00]  6016.00iCompiled vide Veh No: 000016 applied on
06/10/2017
d 100058 04-10-2017 ! @ 25281 9024.00; 0.00 0.00]  '9024.00 0.00:Bill Passed on 04/10/2017
ioac ®m ~00 0.00}  744.00 0.00;  6756.00iCompiled vide Vch No: 000017 applied on |
06/10/2017
9 100060 04-10-2017 25283 54968.00 0.00 0.00 0.00 54968.00 0.00:Compiled vide Vch No: 000018 applied on
06/10/2017
TRAVEL EXPENSES 29-2054-00-097-01-SOON-03-N-V
No Bill No Bill Date Token No Gross Amt; Advance, Recovery Tre Ded Ag Ded Net Amt Live Remarks
1 100022 17-06-2017 10825 3836.00 0.00 0.00 0.00 0.00 3836.00:Compiled vide Vch No: 000038 applied on
17/06/2017
2i 100025 }20-06-2017:m@ 11015 5725.00 0.00 0.00 0.00 0.00!  5725.00iCompiled vide Vch No: 000040 applied on
20/06/2017 v
@ Reporting - Mozilla Firefox - x

himkosh.nicin/eSalary/ParameterPages_Reports/SSRSReporting

T ol 100060 :04-10-2017:[@ 25283 |  54968.00]  0.00: 0.00; s4968.00! 0.00}Compiled vide Veh No: 000018 applied on
; : ] ‘ : : : 106/10/2017
03-TRAVEL EXPENSES 29-2054-00-097-01-SOON-03-N-V
Bill No : Bill Date ;Token No| Gross Amt; Advance: Tre Ded; Net Amt; Live Remarks /
100022 {17-06-2017|@ 10825 |  3836.00} 0.00; 0.0 0.00! 3836.00 Compiled vide Veh No: 000038 applied on |
: ¥ ; 117/06/2017 :
100025 $20-06-2017 i 0.0 0.00} 5725.00iCompiled vide Veh No: 000040 applied on |
v i 120/06/2017 K
100033 _F15—07—2017 3914.00; ; 0.0 0.00; 3914.00-;Complled vide Vch No: 000038 applied on -E
; : i i15/07/2017 i
100047 :30-08-2017 966.00;  0.00; 0.0 a.00! 966.00/Compiled vide Ve No: 000066 applied on |
: : : { 130/08/2017 :
05-OFFICE EXPENSES 29-2054-00-097-01-SOON-05-N-V
iNo ! Bill No ©Bill Date \Token No: Gross Amt: Advance: Recovery: Tre Ded:  Ag Ded: Net Amt: Live Remarks E
1] 100003 :22-04-2017! @ 2222 5365.00 0.00 0.00 0.00 0.00}  5365.00!Compiled vide Veh No: 000031 applied on
24/04/2017
2i 100004 22-04-2017 550.00 0.00 0.00 0.00 550.00Compiled vide Vch No: 000030 applied on
24/04/2017
3 100014 04-05-2017 500.00 0.00 0.00 0.00 0.00 500.00:Compiled vide Vch No: 000035 applied on
04/05/2017
4 100015 16-05-2017 5984 4184.00 0.00 0.00 0.00 0.00 4184.00)Bill Objected: AMOUNT DOES NOT TALLY
5! 100016 16-05-2017 180000/ 0.00: 0.00 0.00¢ 0.00;  1800.00!Compiled vide Vch No: 000051 applied on |
: ; ; 116/05/2017 ;
6 100017 |17-05-2017 “3ss6.00 0.00 0.00 0.00 0.00}  3596.00iCompiled vide Vch No: 000054 applied on
17/05/2017
7 100020 29-05-2017 1200.00 0.00 0.00 0.00 0.00 1200.00;Compiled vide Vch No: 000073 applied on
29/05/2017
S S A P i o orsa St S R e e e e e s e d
. P
Key Field Description NA
. ‘e . . . 5 . .
Click on “Bill No Wise DDO Bill Register” for details of bills at the DDO level.
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@ Reporting - Mozilla Firefox
(6] himkosh.nic.in/eSalary/ParameterPages_Reports/SSRSReporting

of2 b Pl <] l:lmd | Next

Treasury  CTOO00 - CAPTAL TREASURY

4 4

DDO BILL REGISTER

DDO 500 - DISTRICT TREASURY OFFICER

BillDate  SrNo Token  Bill No Head Bill Type Amount CreatedBy VoucherNo  Voucher Date Remarks PassingDate  Passed By

030042017 1 36 100001 8009  ADVANCES Submitted 2600000 1PO1-11596 000005 03/042017  Bill Compiled PayOrderDt 0310472017 1P01-11546
03/0412017

06/042017 2 218 100002 2235 MEDICAL REIMBURSEMENT 2195964 IP01-11596 000018 06/04/2017  Bill Compiled PayOrderDt 0610472017 1P01-11546
Submitted 0610472017

22042017 3 2222 100003 2054  OFFICE EXPENSES Submitted %5365 IP01-11596 000031 240472017 Bl Compiled PayOrderDt 2410472017 1P01-11546
24/04/2017

4 20 100004 2054 OFFICE EXPENSES Submitted ¥550 IP01-11596 000030 24/0412017 Bill Compiled PayOrderDt 2410472017 P01-11546
24/0472017

24/04/2017 5 2314 100005 2054 MEDICAL REIMBURSEMENT ¥17821 IP01-11596 000029 2410472017 Bill Compiled PayOrderDt 2410472017 1P01-11546
Submitted 2410422017

6 2583 100006 2054 OTHER CHARGES Submitted ¥25440 IPO1-11596 000033 25/0472017 Bill Compiled PayOrderDt 2500472017 1P01-11546
2510472017

7 2584 100007 2054 OTHER CHARGES Submitted 15200 IPO1-11596 000032 25/0472017 Bill Compiled PayOrderDt : 2510472017 P01-11546
2510472017

250042017 8 2582 100008 8009 ADVANCES Submitted 500000 [PO1-11596 000882 25/0472017 Bill Compiled PayOrderDt 251042017 1P01-11546
250472017

01052017 9 3239 100009 8009  ADVANCES Submitted 235000 IP01-11596 000001 01/052017  Bill Compiled PayOrderDt 01/052017 1P01-11546
01/05/2017

02052017 10 3882 100010 2054  SALARES Submitted %0 IP01-11596 000023 03/052017  Bill Compiled PayOrderDt 02/052017 1P01-11546
03/052017

11 3883 100011 2054 SALARES Submitted %0 IP01-11596 000026 03/05/2017 Bill Compiled PayOrderDt 02/05/2017 1P01-11546
03/05/2017

12 3884 100012 2054 SALARIEES Submitted ¥5606 IP01-11596 000028 03/05/2017 Bill Compiled PayOrderDt 02/05/2017 1P01-11546
03/0572017

04/05/2017 13 4230 100013 8009 ADVANCES Submitted 60000 IPO1-11596 000068 04/05/2017 Bill Compiled PayOrderDt 04/0572017 1P01-11546
04/05/2017

14 4229 100014 2054  OFFICE EXPENSES Submitted %500 IPO1-11596 000035 04/052017  Bill Compiled PayOrderDt 04/05/2017 1P01-11546
04/05/2017

16/05/2017 15 5984 100015 2054  OFFICE EXPENSES Submitted 24184 IP01-11596 AMOUNT DOES NOT TALLY 1P18-10004

PayOrderDt: NA

Key Field Description NA

E-Bills->DDO Menu->DDO Allocation and Expenditure

Report on current budget allocation for DDO and expenditure (compiled bills) can be accessed from this menu.

Treasuries, Accounts and Lotteri X DDO Allocation with Expenc X =+

himkosh.nic.in/eS.

a

n Bl ¢ Qsearch w8 ¥ A 9

IFMS - Integrated Financial Management System )
Treasuries, Accounts and Lotteries E-Bills G

Department of Finance, Himachal Pradesh

With e

11190 [ MRS MEERA CHAUHAN ] [ IPA( CAPITAL TREASURY ] Your Password expiring in 7 days. Please Change Password!!!
¥ DDO Allocation with Expenditure

Fin Yeark = 2017 v Treasuryk CTO00 - CAPITAL TREASURY
DDO* 500 - DISTRICT TREASURY OFFICER v OBk —All SOE—

how Report

EAA
) GREEN'S
De NI

alary

(Y

Best View In @ Chrome & |E 9 or Above &) Mozilla firefox
* Please Ensure Pop-Up are enabled % Developed By& NIC HP State Center, Shimla, Himachal Pradesh % Be supportive with your feedback on - addire-hp@nic.in

legal right or obligation. Website designed by National Informatics Center.

Key Field Description NA

Click on “Show Report”
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@ Reporting - Mozilla Firefox

(GJ himkosh.nicin/eSala

4 411 of22 b P & : Find | Next d’v
DDO Scheme Wise Allocation and Expenditure Details [ FinYear: 2017-2018 ]
DDO: CTO00-500 DISTRICT TREASURY OFFICER

Total Allocation: 295000. 00'

Allocation

PRR R 205000.00

E-Salary 16-10-2017 11:23:18 NIC-HP 1

@ Reporting - Moxzilla Firefox

6] himkosh.nicin/eSalary/ParameterPages_Reports/SSRSReporting

4 4 - of3z b M 4@ l:l Find | Mext 14 AG)
DDO Scheme Wise Allocation and Expenditure Details [ FinYear: 2017-2018 |
DDO: CTOO00-500 DISTRICT TREASURY OFFICER

Total Allocation: 9000000, 00 !

Allocation
9000000 oo

TDO0500032017-003 | 03-04-2017 ' 7318200 892681800 |

TO00500032017-001 | 03-04-2017 16336 00} ! 8763462 00 3

TO00500032017-002

TO00500042017-003 01-05-2017

TO00500042017-001 01-05-2017

TO00500042017-002

TO005002017100012

TOO05002017100010

TOO0S00201710001

TOO0500052017-003

TO00500052017-001

TO00500052017-002

TO00500062017-003 01-07-2017

TO00500062017-001

01-07-2017

TO00500062017-002

TO00500072017-003

i 75620.00! 626875200

TO00500072017-001 | 142688 00, ! 512506400} :

TO00500072017-002

20 ATANAEANTNATAONAAL ANANIE 144 0NR 04T 1

5
b
g
H
5
5]
B
]
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@ Reporting - Mozilla Firefox - a X
G himkosh.nic.in/eSalary/ParameterPages_Reports/SSRSReporting
T e et et =
000012 |} 01-06-2017
01-07-2017
T000500062017-001 01-07.2017
CTO00500062017-002 01072017
"19 1CTO00500072017-002 ;  01-08.2017
207 1CTO005002017100041 11082017
217 1CTO005002017100040 © 11-08-2017
227 1CTO00500082017-003  01-08-2017
23 !CTO00500082017-001 | 01-09-2017
24 1CTO00500082017-002 :  01-08-2017
© 257 1CTOD0S00092017-001 | 03-10-2017
' 26 1CTO00500092017-002 ! 03-10-2017
© 27 1CTO00500092017-004
728 1CTO00500092017-003 © 03-10-2017
T0005002017100057 ¢ 04-10-2017
T0005002017100059 *  04-10-2017
T0005002017100058 :  04-10-2017
04-10-2017
E-Salary 16-10-2017 11:23:18
v
. . os
Key Field Description NA
E-Bills->DDO Menu->TA2 Receipt Register
This is a detailed report on receipts (challans) at the DDO level.
Treasuries, Accounts and Lotterl X - eBills x CE - & x
TA2 B ¢ Q search *BE A D s =

IFMS - Integrated Financial Management System

Treasuries, Accounts and Lotteries
Department of Finance, Himachal Pradesh

E-Bills co GREENW

With e-Salary

1

Your Password expiring in 7 days. Please Change Password!l!

;ﬁ

ly Receipt (Registe!
Fin Yeark 8| 2017 T Treasuryk CTOO0-CAPITAL TREASURY  |v PRO; G 500
Challan Date Wise
Maj Code & From Datex & 01042017 To Datek & 310312018
Print/View

Best View In @ Chrome & IE 9 or Above &) Moxzilla firefox
% Please Ensure Pop-Up are enabled % Developed By& NIC HP State Center, Shimla, Himachal Pradesh 3% Be supportive with your feedback on :# addtre-hp@nic.in

' Disclaimer: Content on this website is published and managed by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimia. For any query regarding this we

. please contactthe

&6 Web Information Manager: Sh Deepak Bhardwaj [ Additional Director },#d addtre-hp@nic.in 9. Contents of this website are informative only and for benefit of the public. However, these do not confer any

legal right or obligation. Website designed by National Informatics Center.

Key Field Description NA

Select filter criteria and click on “Print/View”
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@ Reporting - Mozilla Firefox - ] X
G himkosh.nic.in/eSalary/ParameterPages_Reports/SSRSReporting
4 4 on? b Pl @ \:]FmleExt = B @ o
TA.2 REGISTER OF RECEIPTS
From: CAPITAL TREASURY For the Period 01/04/2017  to 3110312018
Major Head 0070
‘Book Date  Challan/ {STO VehiChallan ‘particulars TinWhose Favour
Vch no iDate Number E
070472017 | C000038 {07/0472017 | C-000036 160 118 01 {000 CT000 500 {B17D103911 HPPERC Shimla RECEIT FROM RIGHT | DISTRICT TREASURY OFFICER
: ' iTO INFORMATION ACT - :
07/042017  C-000037 :07/042017 C-000037 {B17D102965 HPPERC Shimla RECEIPT FROM RIGHT }DISTRICT TREASURY OFFICER
: 1TO INFORMATION ACT - ;
07/0472017  C-000038 :07/04/2017 C-000038 1B17D102981 HPPERC Shimla RECEIPT FROM RIGHT ! DISTRICT TREASURY OFFICER
: iTO INFORMATION ACT - :
161052017  C-000117 161052017  C-000117 {B17E125447 D TO MISCELLANEOUS RECEPTS  {DISTRICT TREASURY OFFICER
: i-MEDICAL RECOVERY OF SMT MEERA CHAUHAN
2300512017 B-000002 230512017  B-000002 1(8448) 600119 {DISTRICT TREASURY OFFICER
20052017  C-000268 (2010512017 C-000268 {B17E135443 HPPERC Shimia RECEIPT FROIM RIGHT {DISTRICT TREASURY OFFICER
: {TO INFORMATION ACT - :
1200612017 C-000137 121062017 C-000137 {B17F107384 HPPERC Shimia RECEIPT FROM RIGHT {DISTRICT TREASURY OFFICER
4 TO INFORMATION ACT - L
13/06/2017  C-000149 13/06/2017  C-000149 {B17F110847 CTO SHIMLA RECEIPT FROM RIGHT TO }DISTRICT TREASURY OFFICER
: {INFORMATION ACT -RTI INFORMATION OF DR :
: IANUPAM SHARMA H
P S R SR /nsim  manans i A At AFrInen
. P
Key Field Description NA
. .
E-Bills->DDO Menu->TA3 Payment Register
This is a detailed report on expenditure (bills) at the DDO level.
Treasuries, Accounts and Lotter X - e-Bills X+ - 8 x
TA3 Bl ¢ Q Search wBa ¥ A 9 & =

IFMS - Integrated Financial Management System

Treasuries, Accounts and Lotteries
Department of Finance, Himachal Pradesh

With e-Salal

E-Bills o GrEE
D

Your Password expiring in 7 days. Please Change Password!l!

]
ly Payment (Register)

Fin Yeark & 2017 v Treasuryk CTO00-CAPITAL TREASURY  |v bbo @ 500
Challan Date Wise
Maj Code & From Datex & 01042017 To Datek & 310312018
Print/View

Best View In @ Chrome & IE 9 or Above &) Moxzilla firefox
% Please Ensure Pop-Up are enabled % Developed By& NIC HP State Center, Shimla, Himachal Pradesh 3% Be supportive with your feedback on :# addtre-hp@nic.in
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7. Receipt and Refunds of deposits (tax
& non-tax)

Refunds are processed at Treasury level based on requests from DDOs. In case of refunds, system (HP-OLTIS)
has two options, “Refund for CCD (8443) which are Court Case Deposits, Security Deposits and Revenue
Deposits and Revenue Refund (other than 8443) such as VAT, Excise, fees, etc. collected by DDOs on behalf
of the GoHP. DDOs do not have access to HP-OLTIS.

Note: Deposits are made by way of challans and for payments/refund against deposits (such as VAT refund,
etc.) the request is processed at the Treasury level. All receipts to be recorded in HP OLTIS and
subsequent refund if any has to be made from it. Refer to GoHP Treasury Rule number 53.

7.1. Receipt of deposits
7.1.1. Receipt of CCD (8443)

This option is for receipt of court deposits, security deposits, and revenue deposits (8443 account head). Courts
deposit the challans along with deposit amount at the bank towards the respective head. Copies of the challan
are received by the respective STO/TO and DTO. Then Treasury Officer or the authorized user at Treasury,
records the receipt of deposits/challans in the HP-OLTIS (Offline Receipt Entry). Authorized user at DTO
creates an online deposit register (Deposit Register — Data Entry) for the deposit against the account
head.

7.1.2. Other revenue receipts (other than 8443)

Receipts for Excise, VAT, fees, charges, etc., are received by way of challans. HIMGRN or Challan numbers or
Treasury Receipt Numbers are used to track receipts in HP-OLTIS. Since, every refund should be noted against
the original credit of the Departmental accounts; a certificate of such a note having been made must be given in
all vouchers of refund.

Note: Please refer to Receipt Management section of manual for detailed process on recording such
receipts through e-Challan application.

Refer to GoHP Treasury rule no 197-201 for rules regarding refunds of revenue.

7.2. Refunds against Deposits

7.2.1. Refund for CCD (8443)

At DDO level, a physical refund voucher (HPTR-8) (showing challan number, date of deposit, along with
account number and IFSC of the beneficiary) has to be sent by the court to the concerned Treasury Office
through a messenger for processing refunds against Court Case Deposits.

7.2.2. Revenue Refund (Other than 8443)

For revenue refunds, DDOs have to physically submit a “Refund Voucher” with the concerned Treasury
Office. (Refer to Treasury Rule number 198 for details). The Refund Voucher should have details such
as amount, reason for refund, and the challan number, Treasury Receipt Number of the receipt against which
refund is being requested. The Treasury Office then processes this refund request in HP-OLTIS. Refer to GoHP
Treasury Rule number 203 for details on sanctions for refund of revenue.

In the case of all refunds pertaining to VAT, the responsibility for the verification and preparation
of refund shall be of the Excise and Taxation Department. The Treasuries shall only be responsible
to see the following certificate that would be given by the Excise and Taxation authorities:-

% Money being refunded was deposited in the relevant Government Head of Account.
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4+ Money in the refund has not been refunded earlier.

4+ Refund in question is out of the relevant Head of Account.

Note 1: For refunds on account of receipt collected through Cyber Treasury and through online system from
portal of Excise and Taxation Department, please refer to Treasury Rules on Refund of Revenue under
Miscellaneous Charges (Rule numbers 197, 198, 199, 200, and 201).

Note 2: Refunds, whether of stamp or of other receipts shall be credited directly into the bank a/c of the,
person entitled to them after production of due authority at the DDO. DDO shall verify and indicate
account details on TR-8 form for direct payment into bank account after being passed in Treasury (Rule
number 197).

Refund of registration fee and stamp duty

For this type of refund, DDO (Collector/Sub-registrar) physically submit the bill in HPTR 8, bearing HoA,
original amount of deposit and amount of refund, certificate number, and name of payee supported by the
following documents:

1. E-Stamping list of all registerable stamp duty certificates report
2. Application from the applicant duly verified by the Collector/Sub-registrar
3. Beneficiary bank account number

4. Authority of court order, if any, in case of court fees

Refund of Receipts deposited in Cyber Treasury

In case of refund claims, pertaining to receipts deposited in Cyber Treasury, the following procedure needs to be
followed (GoHP Treasury Rule number 198):

1. The concerned DDO shall pass a refund order on TR-8 based on written request received from an
applicant after verifying the receipt record from Cyber Treasury. DDO shall also mention the challan
Number on the Refund Order.

2. The Refund Order on TR-8 shall be submitted into local Treasury, which will forward the same to
District Treasury Officer, Cyber Treasury.

3. District Treasury Officer, Cyber Treasury will verify the receipt on the e-Challan portal and make entry
in a separate register regarding refund of receipt.

4. District Treasury Officer, Cyber Treasury for release of payment, will return the Refund Order to the
local Treasury. The local Treasury shall release payment against the Refund Order verified by District
Treasury Office, Cyber Treasury.

7.3. Lapse of court/revenue deposits/security deposits

A court/revenue deposit is lapsed after three financial years. E.g. For a particular challan/deposit entered in the
HP-OLTIS system in the FY 2012-13 would get lapsed on 315t March 2016. At the end of every financial year, the
Dealing Assistant would manually prepare a register that would have a list of all the lapsed deposits.

In cases of lapse sheriff petty account, the Treasury office would receive a hard copy of all such deposits from
the DDO on the 315t march of each financial year. On specific order, lapsed deposits can be paid out of account
head “0075-00-800-00". In this case, the physical copy is verified with such payments. Refer to GoHP
Treasury Rule number 211 for details on lapsed deposit statement.
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8. Letter of Credit (LoC)

Facility of withdrawal of funds through LoC is only applicable for PWD and IPH departments for making works
payment.

8.1. Process for budget allocation for LoC

Refer GoHP Treasury Rule number 222

The entire involvement at DDO level in the processing of LoC is manual in nature, without involvement of any
system/s. LoC amount for the DDO/sub-divisions is sanctioned by the Finance Department (FD) at start of the
year. The LoC limit is allocated to CEs (Chief Engineer) and then to SEs (Superintending Engineer). The SEs
can then allocate the LoC to EEs (Executive Engineer) and intimate the same to the concerned District
Treasury. The EEs may further allocate the LoC to AEs (Assistant Engineer) under him/her. The Chief Engineer
shall ensure that fund allocated are not in excess of the budget allotment, and are under the limits allowed
under this scheme. This whole process is conducted outside the system.

The sanctioned/authority letter along with other breakup of limits, if any, are submitted to Treasury for entry in
the HP-OLTIS system. The Treasuries are only responsible for maintaining the record of the LoC allocated to
each EE/AE in a master file in OLTIS system based on authorization and distribution received from EEs. TO
also ensures that the entire amount communicated by the SE is allocated by the EE. There is no involvement of
TO in deciding the amount and distribution of LoC for a given DDO.

The process at DDO level (manual) is stated below:

The Executive engineer who is also the DDO sends the LoC (authorization and distribution) to the Treasury
along with the Superintendent Engineer’s letter through a messenger. The letter will also consist of the division
and sub division wise breakup of the amounts requested via LoC. The distribution of fund requested is decided
at the Executive Engineer level. There is also an issuance of authorization letter from the Executive Engineer,
authorizing the messenger. Post this the TO issues a LoC to the DDO. The process for recording LoC details in
OLTIS is covered in the TO manual.

Note: The entire LoC process at DDO is offline in nature.

Works deposits

In case of works deposits funds are transferred to PWD by way of “bill by challan mode”. The bill along with
sanction is submitted at the Treasuries, which after verification submit the pay order to the banks. Bank/s in
turn credits the PWD account 8782 (102) head as PWD remittance and debits the relevant account head of
transferring department (e.g. Education). Then PWD can withdraw money by way of LOC (Cheques) for
payment to suppliers. Please refer to E-Bills section for process of “bill by challan mode”.

8.2. Process for payment against LoC
Refer GoHP Treasury Rule number 223

For making payments to suppliers, contractors for works, each EE/AE shall be provided a pre-assigned token
series by the concerned TO/DTO. The EE/AE needs to create a bill® and then send payment advice to the
concerned Treasury for payment. At DDO level, no system is used for processing payment/s against LoC.

Chequebooks may also be issued by the DTO, to certain DDOs such as IPH and PWD for purpose of
departmental transfers and withdrawals for expenditure. DTO issues the chequebooks based on request from
DDOs and records the chequebook numbers (start and end) in the system before issuance.

8 At DDO level this bill is created offline, usually using an excel based template. Bill has details such as pre-assigned token
number and date.
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9. PLA/PD (Deposits and Payments)

9.1. Overview of the entire PLA/PD process

The process of PLA/PD (deposits or payments) in the GoHP includes both the manual steps as well as the usage
of systems (OLTIS and e-Challan). The entire lifecycle of PLA/PD (deposit & payment) includes the following
steps:

Step 1: PLA/PD account opening

1) Finance dept. in consultation with the AG sends an office order to DDO for the opening of PLA/PD
accounts

2) After receiving PLA/PD account opening orders, DDO shall apply for DDO code to DTA and get enlisted
with AG.

3) DDO initiates the process of creating the PLA/PD account creation in the HP-OLTIS system

4) TO receives intimation from the DDO on the opening of the PLA/PD account. After account opening
Treasury issues a cheque book to the DDO for payments

Refer to GoHP Treasury Rule number 54-55.
Step 2: Deposits

5) DDO create challans on the e-Challan system for deposits and submits the hard copy of the challan to the
bank for payment.

6) Banks accept the deposits, sign the copies of challan, return one copy to the depositor/DDO, and sends the
remaining two to the Treasury for reconciliation.

Refer to GoHP Treasury Rule number 51 for receipt in Public Account.

Note: In certain cases, the department for crediting to PL account provides allotment to DDO. DDO will raise a
“bill by challan” against the same allotment. This bill with challan is submitted to Treasury for verification, pay
order generation, and submission to agency bank. Agency bank credits the PL account head (as marked in
challan) and debits the department head (as marked in bill). E.g. debit from 2055 and credit to 8443 head. For
detailed process on “Bill by Challan’, refer to Bill section of this manual.

Step 3: Payments
7) DDOs submit a manual request along with issued cheque at Treasury for payments against PLA/PDs.

8) Treasury verifies the request, makes entry in cheque passing register, stamps the cheque for payment and
returns it to DDO/messenger

9) DDO/messenger submits the cheque at agency bank. Bank makes payments from PLA/PD account based
on the verified cheque received from the Treasury

Refer to GoHP Treasury Rule number 203 for transaction under PLA.
Step 4: Bill Compilation

10) Based on cheques submitted by agency bank, Treasury Office compiles such payments for accounting
purpose. (Offline non-LOC Bill (Non-Token).

The section below would provide details of the systematic process that need to be followed for processing of
PLA/PD. Refer to GoHP Treasury Rule number 54, 55 for operation of PL account.
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9.2. Manual Step 1: PLA/PD account and code creation

The Finance Department sends a notification copy, along with the office order and the application for account
creation to the concerned DDO, asking them to create a DDO code. Upon receiving the copies, the DDO sends
the application to the concerned Treasury Office for the creation of the PLA/PD account with the DDO code on
the HP-OLTIS system.

After this, the next steps are performed at Treasury level and a chequebook for PLA/PD
account is issued to the DDO.

Deposits
9.3. Step 2: Deposit by challans at the DDO office

Login into e-Challan Application

As displayed in the screenshot above, the DDO or the authorized user such Dealing Assistant will login to the E-
Challan application using the assigned Login Id and Password and clicking on the “Login” button. Then the
Dealing Assistant would see a screen, where the mandatory details need to be entered for the creation of
challans in the e-Challan system. The mandatory details entered by the Dealing Assistant are:

+ selection of the department for which the payment needs to made from the dropdown,

selection of the applicable DDO code from the dropdown,

selection of the relevant district/Treasury Office from the dropdown,

selection of the Heads of Accounts under which the payment needs to be made from the drop down,
entering the amount,

selection of the mode of payment from the dropdown,

selection of applicable bank from the dropdown,

£ F F F F FF

tendered by details, address of the payee, Mobile no. of the payee, period to and from and entering the
given code right at the bottom of the screen in the box.

Post entering all of the details the Dealing Assistant clicks on the “Submit” button. The screenshot below
displays the form.

2 HP-OLTIS X / gem eChallan -: Guest User X - X

&« C | & Secure | httpsy//himkosh.hp.nic.in/echallan

- i ’ ®
Himachal Pradesh; . e T

DEPARTMENT OF FINANCE ., b @
Integrated Financial Manag t System (IFMS) Treasurias, Accounts and.Loltaries > CHALLAN
] e ariscrasoi
echallan-TFMS eChallan -: Challan Payment Gateway
a) "* implies mandatory
fiel Asg on Department” [Hp High Court v Tendered By * |yrateek
Distt/Trea.” [ SHIMLA-DTO SHIMLA v Address™dlsql
bpor SMLOD-508 CIVIL JUDGE (SR DIVISION) SHIMLA v
) * 4
Head(HOA) * | g443-00-106 PERSONAL DEPOSITS v Email
Dept Ref. No Licence /Permit/ TIN/Registration etc. L
remark Hobile 2899016664
emarks hishal
ahjshg Hod fr
period from  p1-ps5-2017 To [31-05-2017
4
Service(s)*  Head Payment of {Service) Amount Rs.
8443-00-106-00 PERSONAL DEPOSITS 500
Fay tode [ panyally v | Total Amount(Rs.) 500 ( Five Hundred)
Bank*
List{HOA) MANAGER, SBI SHIMLA/UCO CHAKKAI ¥
Enter Code
mryr mry
——
I Submit I
B
Disclaimer: Content on this website is published and managed by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla. For any query regarding
this website, please contact the “Web Information Manager. Sh Deepak Bhardwaj[Additional Director], addire-hp(atinicldoflin” . Contents of this website are informative
only and for benefit of the public. However, these do not confer any [egal right or obligation. Website designed by National Informatics Centre.
. . . .
Key Field | Field | Description
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Description

Department Applicable department
Distt/Trea Applicable district/Treasury
DDO Applicable DDO code

HOA Applicable head of accounts
Service(s) Applicable amount

Pay Mode Applicable mode of payment
Bank Bank for processing payment
Tendered By Name of the payee

Address Address of the payee

Mobile Mobile no. of the payee
Period from / To Applicable period

Enter Code Enter the code next to the box for verification

After the completion of the above-mentioned step, the Dealing Assistant would see the challan on the screen (as
shown below). The Dealing Assistant would then click on the “Print Challan” button, for taking out the hard
copies of the generated challan.

2 HP-OLTIS X / gom eChallan -: Guest User X - x
<« C | & Secure | https://himkosh.hp.nicin/echallan ges/wriManaulOnlineGuestUser.aspx ¥
m - ¥ L (ePayment through eChallan) @
nachal <hk )
Himachal Pradeshy , = | cromet o cialan
_m...= Int ted Financial M t System (IFMS) . Treasuries, Accounts and Lotleries (,ﬂﬂs[._x"k.(\-’
e ot erdt
T —— eChallan -: Challan Payment Gateway
Govt. of Himachal Pradesh
- E-CHALLAN
GRN...%... Transaction Date:
Challan No. ....... Challan Date:
Dept Ref. Na.
At Tender By, prateek
Particulars PERSOMAL DEPOSITS -ahjshgl
lmount Rs.500 ( Rupees Five Hundred )
e Bank MANAGER, SBI SHIMLA/UCO CHAKKAR SHIMLA
prateek
(Tenderer)
Treasury SMLOD
DDO 508 (On whose behalf the money is tendered)
CIVIL JUDGE (SR DIVISION) SHIMLA
Payment of (Service) Head Amount Rs.
PERSONAL DEPOSITS 8443-00-106-00 500
List(HOA -—— -
I Back Print Challan I
. ]
Disclaimer: Content on this website is published and managed by Depariment of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla. For any query regarding
this website, please contact the “Web Information Manager. Sh Deepak Bhardwaj[Additional Director], addire-hp(atinicldoflin™ . Contents of this website are informative
only and for benefit of the public. Hawever, these do not confer any legal right or obligation. Website designed by National Informatics Centre.
. . . . . .
Key Field Description The print challan button needs to be clicked to take a printout of the challan

The screen after clicking on the “Print Challan” button (as presented above), has been displayed below. As
seen below, three copies of the challan need to be printed. First copy is the Treasury copy, second one is the
Department copy, and the third one is the Remitter copy (each of these has been written on the challan).
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Key Field Description The print challan button needs to be clicked to take a printout of the challans

9.4. Step 3: Submission of hard copy of challans at the
linked agency bank

Once the hard copy of the challans is obtained, the authorized user in the DDO office would send them to the
concerned banks of the DDO through their messengers. Alternatively, there is also an option to make an e-
payment through the Cyber Treasury application. Please refer to section on Cyber-Treasury for further
details.

9.5. Step 4: Processing at agency bank

Banks accept the deposit against the challans deposited by the authorized user from the DDO. Banks make the
deposits in the Head of Accounts as stated in the Challan form. After this, bank sign the copies of challans and
return one copy to the DDO. Rest two copies are sent to concerned Treasury office along with the scroll for
reconciliation.

Payments
9.6. Payment from PLA/PD

The steps involved are as follows:

1. The DDO would send the cheque (exclusively issued to it by the Treasury office during PLA/PD account
code creation) for the concerned amount to the Treasury office through its messenger. The messenger
would also carry a hard copy of the authority letter for the payments.

2. Upon receiving the cheque and authority letter, the Treasury Officer or the authorized user would verify the
signatures of both the messenger and the DDO from the specimen with them.

3. Post the verification, the Treasury Officer would send the cheque and the authority letter to the Dealing
Assistant (authorized by them) to manually enter the cheque details in the cheque passing register
maintained by them and also stamp the cheque with the pay order stamp.
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4. Post the completion of the above step, the stamped cheque is sent back to the DDO through their
messenger. The DDO would then submit this cheque with the related banks and the banks make the
payments accordingly.
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10. Receipt Management

10.1. Menus and sub-menus in Cyber Treasury

Table 12: Menu/Sub-menus

Menu/Sub-menu

Update profile My profile>Update profile Update the profile of the user

Pathway is used to change the password
Change password My profile>Change password of the user's account

Manage the head of accounts for which
Manage services My services->Manage services the payments are accepted
Available services My services—> Available services Activate the services for head of account
Make Payment -
Challan My transactions>Make Payment - Challan = To do payment for the challan
View Previous
Payments My transactions—> View Previous Payments Used to view the previous payment
Transaction To view the Transaction History of
History My transactions—> Transaction history previous payment

10.2. Overview

Receipts of Government of Himachal Pradesh can be classified broadly under two categories:

1. Revenue, public moneys received by the State Government into the State Consolidated
Fund: Any fee or tax that is due to the Government is deposited in the linked Treasury bank (online or cash
deposit), through the Treasury challans under the prescribed Heads of Accounts (HoAs). These taxes and
receipts can be Value Added Tax (VAT), license & registration fee, penalties, entry tax, interest, etc.

2. Other Public Moneys received by the State Government and kept in the Public Account

Receipts Estimates are prepared under different Head of Account along with Budget Estimates at the beginning
of financial year. For receipts, Quoting proper Head of Account in Challans is important to monitor and control
the receipts under different Head of Account.

Various modes of such receipts are:

1) Challan deposited in any Treasury linked bank (HoA verified by TO or DDO) by individual or entities other
than Government offices®

2) Challan created in e-Challan module and paid online with or without registration by individual or entities
other than Government offices

3) Challan created in e-Challan module and paid offline by getting printout of challans with or without
registration by individual or entities other than Government offices.

4) Receipt at Government offices from different depositors , issue of receipts to depositors and subsequent
deposit of the same with Treasury linked bank branches either through e-Challan (offline payment getting
printout of Challans) or through filling physical form and deposit (Excise & Taxation and Courts)

5) Departmental Receipts of Revenue Departments or certain specific departments like PWD, Forests etc.

6) By Transfer Receipt

The depositor logs into the e-Challan application and does the payment (i) either online or (ii) generates a
challan and does the payment at the bank. The bank deposits the challans to the Treasury on T+1 day. The
authorized personnel at the Treasury e.g. Dealing Assistant receives the challans. On receipt, the Dealing
Assistant does the receipt entry in OLTIS either through
+ HIMGRN
+ Alternatively, directly entering the details of the taxpayer and subsequently generating the challan
no.

9 Individual or entities other than Government offices, primarily use the online e-Challan application for money deposits.
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A depositor can deposit money by either of the two methods mentioned below. Please note that depositor could
be an individual or a DDO/ Head of Office. This manual focuses on the receipts managed by DDOs/Heads of
Office, though the process of online challan generation is same for both.

Payment using “e-Banking” option
In case, the depositor wishes to make direct bank transfers, the “e-Banking” option has to be used. Receipt

entry in HP-OLTIS for such transfers is not required, and these transfers are administered at the DTA level
(Cyber Treasury). Refer to GoHP Treasury Rule number 43.

Payment using “Manually” option

In case, the depositor wishes to submit cash at the banks, the “Manually” option has to be used. In this case,
the user submits the printout of challan at the bank and makes the deposits. Receipt entry for such challans is
performed at the STO/TO level based on scroll shared by banks and DDOs have no role in this. Refer to
GoHP Treasury Rule number 44.

In both cases, a unique HIMRGRN number is generated by the system, which can be used to track the receipts.

10.3. Receipts through Cyber Treasury (e-Banking)
In this section, the process for money deposit through “e-Banking” option is presented.

E-Challan is a user-based application that is open to everyone (public and Government Officers) who are
required to pay money (tax, fees, deposits, etc.) to the Government of Himachal Pradesh (GoHP) accounts.
Under this system, a depositor logs in to the e-Challan module. Depositor can be an individual or a DDO.
Reference: GoHP Treasury rule no 50

DDOs can deposit money to Government accounts with or without registering on e-Challan portal. After
submitting the online form, a unique HIMGRN is be generated which is used to track the receipt at STO/TO
level. Additionally if the payment is made online using “e-Banking” option a CIN (challan identification), and
BRN (bank reference No. are also generated. Following points need to be considered while filling the online
form:

% To pay taxes online, the depositor (DDOs or individuals) will have to select the Department and DDO as
applicable.

% Make sure to enter the Department Reference number (Dept. ref No.) or any other unique number assigned
by department, if available. Field is optional, but it is important for departments like Transport, or Excise &
Taxation where unique numbers have been assigned, such as vehicle ‘registration number’ for Transport
and ‘TIN’ for Excise & Taxation.

% Fill up other challan details such as accounting Head under which payment is to be made, tendered by and
address of the depositor, payment details under displayed scheme and also select the bank through which
payment is to be made, etc.

% On submission of the form, a confirmation screen will be displayed. If the depositor confirms the data
entered in the challan, s/he will be directed to the net-banking site of the bank (if “e-Banking” option is
selected).

% The depositor will login to the net-banking site with the user id/ password provided by the bank for net-
banking purpose. Thereafter, entered payment details will be displayed for confirmation. Please note, at the
bank site payment details cannot be altered.

% On successful payment, a challan counterfoil will be displayed containing CIN, payment details and bank
name through which e-payment has been made and depositor returns to e-Challan portal to print Challan.
The Challan will be password protected.

Note: Depositor has to register (mandatory) in the e-Challan portal for payment of taxes.

Mentioned below are the detailed steps.
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10.3.1. Step 1: Login into e-Challan application

The following screen is the login screen of the e-Challan portal that the public can access.

" '
m[- https://himkosh.hp.nic.in/eChallan/ o-ac e % ' | ———

File Edit View Favorites Tools Help

Mo~ v [ d#h v Pagev Safetyv Toolsv @~ [0 OB

9% £ Suggested Sites v |, Databases v

. @
dimach: iachy o (ePayment through eChallan) @ 2
s J-Ji*m‘acﬂh*alll Baljawdeshj o DEPARTMENT OF FINANCE ,,v.
2 it Sreteai{IEMS) FhS Treasuriss, Accaints and Lotteries CHALLAN

[Ty e —— e —

Various Reports ‘ Authorised Login
DEPARTMENT RS.(IN LAKHS)
» HOD Wise L e and Tax togino [ ]
» DDO Wise ‘ _ Industries 104.728 Password ‘;_
» Treasury Wise - Transport 322.8% Login As
» Service Wise Fooest 09597 Login
P Search/Print Challan p— — Cthers o Create New Account  Forgot Password?
e g Total 11376.455 For Non-Registred Users , Use Login
News & Updates ID as "guest’
Verify from Portal. e-Challan - an online Government Receipts Accounting System of Himachal Pradesh (B
Goverment. The departments which generate revenue for the Government are associated
= If your Bank Account with eChallan.
Debited and Challan - Acitizen can deposit government money using eChallan by logging on to the system. » 1: Login
status is failed, First « Acitizen must have a net-banking account with any of the banks listed below. 2
Verify Yourself through « This is a 24X7 facility and citizen can make the payment any time of the day. » 2: Select Department Services
Search Challan Option « Acitizen can generate the challan online for manual payment at the bank counter.
or Send eMail to Cyber « Challan Generated Online for Manual Payment: 105627 » 3: Make Payment
Treay am wih » 4: Print Receipt
HIMGRN no. o
[ 1 N Central Bank{[7) vnion Bank
« List of Bank Available R e ° » 5: User Manual
e eChallan - User Manual Contact Us: DTO Cyber Treasury Phone no. : 0177-2620236 Timings : 10AM - 5PM » 6: FAQs
SR S AT For Technical Feedback / Query, e-mail to Cyber Treasury team
- Download eChallan Mobile
Visitors: 1371042
v
Key Field Description Login ID Enter the login ID
* . . .
For most of the DDOs the login ID is “Guest” with no password
Password Enter the password
A detailed user manual of how to use the e-Challan module is available in the homepage of the website. It can
also be accessed from https://himkosh.hp.nic.in/e-Challan/e-Challan manual.pdf
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10.3.2. Step 2: Fill details in e-Challan

After successful login following screen/blank Challan form will appear. The Dealing Assistant will fill the details
in the e-Challan system. ‘Tender by’ and ‘mobile no.’ field should be correct, as the challan generated is

password protected file. The Dealing Assistant will enter the password, which is a combination of first three

character of ‘tender by’ and last five of ‘mobile no.” as entered earlier.

Himachal Bradeshi .
== ==

(ePayment through eChallan)

¥ €
DEPARTMENT OF FINANCE o,

- Integrated Financial Management S}’!lEmHFMS) i Treasuries, Accounts and Lotleries CHALLAN
- i e s b i il
eChallan -: Challan Payment Gateway
Dept ref. No l:l Limnse/Loan/Cae Permee TH Regstaiion nc. Tender By * |guest |
Department® | chief Electoral Officer v addresst o [ni
bpor |BLP[]D-51 8 TEHSILDAR ELECTION BILASPUR ¥ \ P
Head * |0070-02-w 01 SALE PROCEEDS OF ELECTION ¥ ‘ Mobile * |98?8888888 \ Email| |

Particulars

Period from  [21-05-2014 | To [21-05-2014 |

J

Service(s)*  sLMo. Payment of (Service) Head Amount Rs.
éﬁi;ﬁ;fgi[;@iﬁléiiﬂ OM FORMS AND DOCUMENTS BY 00T0-07-101-01
Head10 0000-00-000-00 b
PaymentType Total Amount 1( One)
r_‘-gda-w(-d Manually (Rs.)
select Bank* | State Bank of Patiala v |
Enter Code U63R
Key Field Dept Ref No Optional e.g. Vehicle number for transport, TIN number for
Description excise, Loan A/c No. in case of departmental loans
Department Select department from dropdown box
DDO Select DDO of department, who will receive the payment
Head Main scheme under which payment is made
Tender by Depositor name
Address Depositor address
Mobile SMS will be sent on entered mobile number
Period from Duration of payment of fee/tax
Email Optional detail
Services Amount against one service is mandatory
Payment type Ebanking for Net banking (Cyber Treasury)
Manually for payment at bank counters
Select Bank Select for online payment

Select Payment Type as “e-banking”.
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10.3.3. Step 3: Challan Payment

Select specific services as shown in “Services” available in the account. A user can make a payment of multiple

services in favor of DDO.
Date: 5/26/2014 12:32:25 PM
= My Profile
*  Update Profile
*  Change Password
[E My Services
* Manage Service
*  Awvailable Services
= My Transactions
*  Make Payment- Challan
“  Wiew Previous Payments

#  Transaction History

Welcome, You are Login as : mdmanzil@gmail.com |Change Password |Update Profile |Logout

eChallan -: Challan Payment Gateway

Payment Detail Payee Detail

Dept ref. Mo I:Ichence.-Lmn."Cm'PermmﬂHa’Reg’svaﬁon e Tender By |1018 ||mukesh kumar |

Department [Excise and Taxation Period from [26-05-2014| l26-05-2014|
DDO | HMR00-509 ASSTT EXCISE & TAXATION CC v | Particulars | )
Service(s)  sLMo. Payment of (Service) Head Amount Rs.
1 ADDITIONAL LICENCE FEE 0039-00-101-03 |0

Select Bank |Se|ect Bank v | Total Amount 0

(Rs.)
Enter Code UpkK

Services Available in Your Account

Payment of (Service) In Favour of {DDO) Select
COUNTRY SPIRITS

HMROO-509 ASSTT.EXCISE & TAXATION COMMR HAMIRPUR >z

ADDITIOMAL LICEMCE FEE

Step 1: Please Select Any one of Services for which payment to be made.

Step 2: Enter Particulars, if any.

Step 3: Enter Required Amount for the payment of Service.

Step 4: Click Submit and than click MakePayment that will Redirect to concern Bank Site.

Key Field Description

NA

After submission of challan details, challan data is transferred to selected bank portal for making payment, by
using/ operating his net banking account. Bank will authenticate transaction and return to e-Challan portal
with transaction status. Once the payment is successful, the bank’s name and date of transaction will be
instantly updated on the e-Challan/Cyber Treasury website. Cyber Treasury (DTA) does next steps.

Date: 5/23/2014 11:56:26 AM

= My Transactions
Make Payment- Challan
View Previous Payments

Transaction History

. (ePayment through eChallan) = @
DEPARTMENT OF FINANCE , ) (. :
Treasuries, mm W»nm CHALLAN

8 My Profile eChallan -: Response From Payment Gateway
Update Profile
e e [HIMGRN No. |[A14E100059 |
Gy Seroces [Bank Ref. No. |[28102791 |
Manage Sarica Status ||Successfully completed [
A t |[2.00 J
Available Services
Print Challan [erint challan |

Key Field Description

NA

Note on user registration: For registration, a user must have a valid email ID. The request has to be

submitted to Cyber Treasury. The Dealing Assistant (DTA) at the Cyber Treasury will create the user in e-
Challan application. Thereafter, a verification email will be sent to the email ID as entered in the registration

form. Post registration, the authorized user can login with the new credentials.
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Authorized user can also Add services by following the below given path (My services 2 Manage
services). The user will then select department, its corresponding service and DDO in whose favor payment is
to be made. This option speeds up the challan process for the user.

a wemss [N
Date: 5/26/2014 12:31:05 PM

= My Profile

Himachal Eﬁa.wm

Integrated Financial Management Systeru FM

*_\ (ePayment through eChallan) w @
4%, DEPARTMENT OF FINANCE ., (. :

: '“"‘ 4 Treasuries, Accounls and Lolleries : CHALL,

Welcome, You are Login as : mdmanzil@gmail.com |Change Password |Update Profile |

¢ Update Profile
* Change Password
[Z My Services
*  Manage Service
*  Available Services
[E My Transactions
*  Make Payment- Challan
*  Wiew Previous Payments

#  Transaction History

Payment In Favour Of :

eChallan -: Add Service to Your Account
Choose Department : | Excise and Taxation v |
Choose Service : | -ADDITIONAL LICENCE FEE v |

| HMRO0-509 ASSTT.EXCISE & TAXATION COMMR HA 7 |

Services Available in Your Account
Im Favour of (DDO)

Sl.Ho. Payment of (Service)
COUNTRY SPIRITS

1 ADDITIOMAL LICEMCE FEE HMRO0-50% ASSTT.EXCISE & TAXATION COMMR HAMIRPUR X

Key Field Description NA

Registered users have an advantage over non-registered user, since they can create profile and save required list
of payments (services). Saved list would help the user to enter challan details quickly and have access to the
history of transactions. A user can also take printouts of the old transactions.

10.3.4. Step 4: Print Challan (optional)

Once the transaction is successfully done at selected bank portal, the user can print the challan. The challan
print screen is presented below. In case of online payments, this is not required. Whereas in case of payment at
the agency bank/s, the printout of the challan needs to be deposited at the bank.

/ 2\ . . (ePayment through eChallan) @
Himachal Erégﬁﬁ“r DEPARTMENT OF FINANCE , ) (
; Treasuries, Accounts and Lolleries CHALLAN
Welcome, You are Login as : guest |Logout

Datze 5/21[2014 11:41:26 AM

eChallan -: Response From Payment Gateway
|[HIMGRN No. A14E100055
|[Bank Ref. No. 1K49648967
|[status Completed successfully.
||Amount 1
|[Print Challan Print Challan

Key Field Description NA
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10.4. Receipts through Treasury linked agency bank
(Manually)

In this section, the process for deposit through “Manually” option of e-Challan is presented. In this case,
deposits have to made at the bank, whereas the challans are generated online using the same application e-
Challan.

10.4.1. Step 1: Preparation of e-Challan

A depositor/Government officer paying money at the bank in a Government account shall present Form T.R.-1
generated through e-Challan portal in triplicate mentioning the following:

1. nature of payment,
the person/officer on whose behalf the money is paid into the Treasury and

3. all the information necessary for the preparation of receipt, tokens and proper accounts classification,
etc.

Note: All DDOs except, Excise & Taxation and Court/s, use e-Challan portal for generation of challan. These
DDOs instead use their prescribed forms for revenue deposit at banks (Reference: GoHP Treasury rule no
49). For such deposits, HIMGRN is not available and hence, these receipts are recorded in HP-OLTIS from
the “My Option 2 Receipts/Challan 2 Receipt Entry” option.

To do the payment through Treasury linked agency bank the Dealing Assistant of the DDO first logins into the
e-Challan system. This step is same as discussed in “Receipts by Cyber Treasury” with difference in only
Payment Mode.

o .
%.)g == https://himkosh.hp.nic.in/eChallan £ - @ © || ma Treasuries, Accounts and Lotte...| == Waiting for himkosh.hp.nic.... {5 €08

File Edit View Favorites Tools Help
B v B - & v Pagev Safetyv Tooksv @+ [B OB

¥ &) Suggested Sites v Databases v

& . 1 .
Hllm,ac;hal' Bn%q:ggh} - (ePayment through eChallan) v(. (e A

DEPARTMENT OF FINANCE

m_'—__f:ﬁ Integrated Financial Management System(IFMS) , Taaoadis Ridai o CHALLAN
Various Reports 11,000 smupp— Authorised Login
g y DEPARTMENT RS.(IN LAKHS)
» HOD Wise 8,800 Login ID
» DDO e 6,600 ndustries 104.728 Password [;‘,_J
. —
et 322.890 Login As
Forest 69.857 e
, , 5386 _Login |
» Search/Print Challan Others e - x = g
b . reate New Account  Foreot Password?
AL M g Tom 11376.455 For Non-Registred Users , Use Login
News & Updates ID as ‘guest’
Verify from Portal. e-Challan - an online Government Receipts Accounting System of Himachal Pradesh sy
Goverment. The departments which generate revenue for the Government are associated
« If your Bank Account with eChallan.
Debited and Challan = A citizen can deposit government money using eChallan by logging on to the system. » 1: Login
status is failed, First « A citizen must have a net-banking account with any of the banks listed below. = i
Verify Yourself through « This is a 24X7 facility and citizen can make the payment any time of the day. P 2: Select Department Services
Search Challan Option « A citizen can generate the challan online for manual payment at the bank counter. -
or Send eMail to Cyber « Challan Generated Online for Manual Payment: 105627 » 3: Make Payment
Treasury team with P 4: Print Receipt
FMCRINO: P o=:== Ulpnb G Central Bank () union Sani z e
o jutofBarkAvailibly || T e » 5: Use
« eChallan - User Manual Contact Us: DTO Cyber Treasury Phone no. : 0177-2620236 Timings : 10AM - 5PM » 6: FAQs
- For Technical Feedback / Query, e-mail to Cyber Treasury team
=¥ Download eChallan Mobile
Visitors: 1371042
v
Key Field Description Login ID Enter the login ID
Password Enter the password

The following page will open wherein the Dealing Assistant will enter details of the taxes and fees that needs to
be paid to a particular DDO. Once the details have been entered, the Dealing Assistant will click on ‘Submit’.
Since the e-Challan will be presented at the bank, the Dealing Assistant will select ‘Manually’ in “Payment
Type’.
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(ePayment through eChaflan) @

i il

Himachal Pradeshi . DEPARTMENT OF FINANCE -, b €@

Integrated Financial Managemenl f!ysEaE[IIE'_\‘lE);- Treasuries, Accounts and Lotleries CHALLAN

eChallan -: Challan Payment Gateway

Tender By *

Dept ref. No |:| Lemnce/Lasn/Case Farm TH Regsrssian na.

Department* | Chief Electoral Officer

|gue5t |

Address * MIC

M ‘

bpor |BLP[]D-51 8 TEHSILDAR ELECTION BILASPUR ¥ \ P
Head * | 0070-02-101 SALE PROCEEDS OF ELECTION ¥ \ Mobile * |os7sss8888 | Email| |
Particulars | /| Period from |21-05-2014 ‘ To |21-05-2014 |
Service(s)*  sLMo. Payment of (Service) Head Amount Rs.
SALE PROCEED OF ELECTION FORMS AND DOCUMENTS BY
T ELECTION DEPARTHENT poTe-0z-101-01
PaymentType Total Amount 1( One)
* e-banking ' Manually (Rs.)

Select Bank*

State Bank of Patiala

Enter Code U63R oo

Key Field Dept Ref No Optional e.g. Vehicle no for transport, TIN no for excise, Loan
Description A/c No. in case of departmental loans

Department Select department from dropdown box

DDO Select DDO of department, who will receive the payment

Head Main scheme under which payment is made

Tender by Depositor name

Address Depositor address

Mobile SMS will be sent on entered mobile number

Period from Duration of payment of fee/tax

Email Optional detail

Services Amount against one service is mandatory

Payment type Ebanking for Net banking

Manually for payment at bank counters
Select Bank Select for online payment

Once the Dealing Assistant clicks on ‘Submit’, the following screen will open from which challan can be

printed and presented at the bank.

Himachal Bradesh; .
ﬁ Integrated Financial Management S",”fﬂﬂ,{,‘t‘i’_‘ 2 E

(ePayment through eChallan)
DEPARTMENT OF FINANCE

Treasuries, Accounts and Lolteries

@

CHALLAN

w(

eChallan -: Response From Payment Gateway

|[HIMGRN No. A14E100055

|[Bank Ref. No. 1K49648967

||Status Completed successfully.

||Amount [ 1

|[Print chall |[Print Challan

Key Field Description Login ID Enter the login ID
Password Enter the password
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10.4.2. Step 2: Present the challan to the bank

In this case, net banking facility is not used, and hence the Government officer/depositor will take a print of the
e-Challan and present it at the bank. The depositor will submit the challan receipt to one of the agency banks of
GoHP and make the payment. The challan form has three copies. Two copies will be retained by the bank
(which will be later submitted to Treasury), and the third copy will be returned to the depositor.

10.4.3. Step 3: Submission of the receipts by bank to the Treasury

Once the payment have been received by the bank, it is their duty to submit the challans to the Treasury. The
agency banks submits two copies of all the challans to the Treasury everyday through the messenger. Then the
authorized user at STO/TO records these receipts in the HP-OLTIS.

10.5. Receipts through departments

This section covers the receipt payments that are collected by the State Departments on a regular basis. In such
cases, the Government officer (in-charge) deposits a collective challan for collections made during the day at the
agency bank. Establishments such as courts, hospitals, and medical colleges collect the payment from the public
and submit the collective amount into the Treasury. Refer to GoHP Treasury Rules number 45-47.

Note: In case where government receipt is collected by the Government Officers, it shall be their responsibility
to deposit such receipts in Government accounts at the end of the day or latest by next working day. Challan for
deposit of such receipts in Government account has to be generated from the e-Challan application (Manually
option). The DDO shall deposit the total amount collected through a single challan generated through e-
Challan portal mentioning the details of all depositors.

The steps for the same are same as “Receipt through Treasury linked agency bank”.

10.5.1. Step 1: Payment by user in the department (receipts for the
Government)
Once the user will do the payment at the Government department, the depositor is given a receipt by the local

office from the Departmental Receipt Book. Until the Department gets the Receipt Book printed, the
receipts may be issued in the serially numbered receipts under the signatures of the Head of the Office.

10.5.2. Step 2: Acknowledgement to the depositor

The Head of an Office/DDO receiving money on behalf of the Government must give the payer a receipt, giving
details of the receipt. The Head of the Office or any other authorized Officer subordinate to him /her (gazetted or
non-gazetted) shall sign the receipt. The Officer signing the receipt shall ensure at the time of signing the receipt
and initialing the counterfoil that the amount has been properly entered in the cashbook. All receipt books
including blank books have to be kept in the personal custody of the Government official using them.

10.5.3. Step 3: Preparation of e-Challan and payment

The DDO shall deposit the total amount so collected through a Challan generated through e-Challan portal duly
mentioning the details of all depositors, at least once every month, or whenever such receipts exceed the
amount specified under the Treasury rules. However, it must be ensured that only the receipts under same
Head of Account are clubbed in a single e-Challan.

10.5.4. A note on Special Departmental Receipts

Moneys received by Officers of the Departments presented below, will be received directly at the Banks
without the intervention of the DTO/TO in accordance with the special rules specified against each

department.
e Public Works
e Forest

e Receipts pertaining to Department of Excise and Taxation

Note: The original challan may be in the form of a book sent daily for signature.
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Public Works Department (PWD)

Receipts of the PWD, in Form S.T.R. 3-A, shall be issued only by the Divisional Officers, Sub-Divisional Officers
or other Government official specially authorized by the Government. Receipt Book should be obtained from the
District Treasury where their respective headquarters are situated (GoHP Treasury Rule 48).

Reference: GoHP Treasury rule no 48, 56-58

Public Works Officer, who has to frequently make remittances, shall keep a book in Form S.T.R.6 (in which s/he
will enter all his/her remittances to the Treasury. This book shall be reconciled with Form T.A. 2 available in
eKosh at the end of each month. Any discrepancy and comparison schedule of receipts to be shared with
concerned Treasury/ Sub-Treasury Officer.

In a Division for each Treasury only one Remittance Book which shall remain with the Executive Engineer in
charge of the Division. All moneys remitted by Public Works sub Divisional Officer in to a Treasury or sub-
Treasury shall be accompanied by challans in triplicate, one copy being returned to the tenderer, duly signed
as a receipt, and the other retained in the Treasury for record and the third one to be sent to the A.G.

The Executive Engineer, on receipt of the receipted challan, with the Sub-Divisional Officer’s Cash Book in
support of the payments made into the Treasury or sub-Treasury, shall enter the amount in his/her Remittance
Book and forward it to the Treasury Officer with the original challans.

The Treasury Officer will retain the challans and return the Remittance Book with consolidated receipt for the
amount paid into the Treasury during the month both by the Executive Engineer and the Officers under his/her
control.

Executive Engineer must know, at the earliest, the payments which have been made into Treasuries by Civil
Officers on account of the Public Work Department, each Executive Engineer in the district shall be furnished or
made available on Treasury portal with a memorandum of the monthly receipts in the Treasury on his/her
account pertaining to his/her division. The memorandum shall give the following particulars:

date of payment into the Treasury,

paid by whom, i.e. whether by the Deputy Commissioner or Tehsildar, or any other Officer,
nature of item,

name of person from whom recovered,

authority under which recovered , and

amount.

e e o

Moneys received from the Officers of the Department should be paid as soon as possible into the nearest
Treasury for credit as Public Work Remittances. If a Divisional Officer or sub- Divisional Officer makes use of
cash receipts temporarily for current expenditure, under the provisions of Subsidiary Treasury Rules 3.28, s/he
must, before the end of the month send to the Treasury Officer a cheque for the amount thus utilized, drawn,
and endorsed in the manner laid down the rules.

(Note: This rule does not apply to receipts realized by short payments on bills or other vouchers)

Works Deposit: In case of works deposits funds are transferred to PWD by way of “bill by challan mode”.
The bill along with sanction is submitted at the Treasuries, which after verification submit the pay order to the
banks. Bank/s in turn credits the PWD account 8782 (102) head as PWD remittance and debits the relevant
account head of transferring department (e.g. Education). Then PWD can withdraw money by way of LOC
(Cheques) for payment to suppliers. Please refer to Bill section for process of “bill by challan mode” and
“Payment LoC” section for process of payment by LOC cheques.

If a Public Works Officer sends a cheque as a remittance to the Treasury, the cheque should be drawn in
his/her own favor and endorse himself with the word “Received payment by transfer credit to the Public
Works Department.”

Remittances made to the bank cheques paid in as Public Works receipts shall be entered in the remittance book
but in the place for the Treasury receipts should be entered “By Bank Cheque” and the book need not be sent
with the remittance, provided that the cheques are always endorsed as prescribed in the preceding rule.
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Forest Department
Reference: GoHP Treasury rule no 58 (2)

The authorized Bank will receive Forest Revenue when paid by a Forest Officer. The Forest Officer also
countersigns the challan.

Earnest Money Deposits (EMDs) tendered by contractors/purchases of forest produce are to be paid by them
directly at a bank, where these will be credited to Revenue Deposits and not as Forest Remittances. Refunds of
these deposits will be regulated by rules governing deposits and their refunds.

Remittances by the Forest Officer may be in cash or partly in cash and partly by cheque/net banking, or wholly
by a cheque/ net banking. The amount paid in cash and the amount remitted by cheque/net banking are shown
separately in the challan or remittance note. Remittance by the Forest Officer can also be made using net-
banking facilities on the e-Challan portal.

The Treasuries through e-Kosh will furnish a consolidated receipt in Form T.A-12, for the Forest Remittances
received and credited during the month on the fifth of the ensuing month. The Officers dealing with the Treasury
shall access these. The Treasury will supply no physical copies. Refer to GoHP Treasury rule number 59-60
for details on Forest dept. remittances.

Department of Excise and Taxation

Reference: GoHP Treasury rule no 49 (2), 62, 63

Anyone who has no access to internet, cannot generate online challan, and has to pay money in account of
Government will tender the amount at the Office of the concerned Officer accompanied by a challan or
memorandum in form S.T.R.4., in triplicate, if the receipt is above the amount mentioned as per provisions of
the rule.

The Office entrusted with the duty of examining the challans will examine, and enter the challan in the
appropriate register of challans and will write on the all three copies the word “Correct”. S/he will then affix
his/her initials to the challans with the date, specify the Head of Account and return all the three copies to the
payer, who will then proceed with them to the bank.

However, in case where the challan is generated online using e-Challan, the depositor is not required to visit the
office of DDO/ Treasury and can directly proceed to deposit money by using the net-banking facility. The money
will be received and credited to the proper Head of Account (HoA) and an acknowledgement will be granted to
the depositor in the original challan. The other two copies of the challan will be forwarded with the daily
accounts to the TO who will pass the daily accounts to the DTO. This rule also applies to receipts in respect of
local funds and deposits.

The amount of license fee, duty permit fee, etc., to be credited under Head of Account “0039-State Excise
Duties” shall be deposited by a challan in triplicate.

Further, in case of Excise and Taxation Department, receipts can also be collected online through banks, with
which Excise and Taxation department have entered into MOU. The account of such banks should be

rendered to the designated attached Treasury and will form part of their daily Receipt Scrolls. Such online
receipts will not be included in the receipt of Cyber Treasury.

As per GoHP Treasury Rule No. 49 In the case of receipts or Excise and Taxation Department, credit
certificate shall be given by the Excise and Taxation Department in the copies of TA 2, which are given to
Department from Treasuries.

HP Transport Corporation

Reference: GoHP Treasury rule no 62

General Managers, H.P. Transport Corporation are authorized to deposit the amount collected as Passenger
and Goods Tax into the SBI or other authorized bank directly, without channeling through the Treasuries/
Sub- Treasuries.

The responsibility for the correct classification on the challan is of the General Manager, Himachal Pradesh
Roads Transport Corporation. One part of the challan shall be returned to the person making the payment as a
receipt and duplicate with original shall be forwarded to the TO concerned, who shall retain the duplicate and
transmit the original to the Excise and Taxation Officer of the District concerned. Account for all the receipts
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made through e-Challan should be prepared & rendered to the AG (A&E) HP by the Cyber Treasury. No
Treasury shall include transactions in their account if receipt is coming through e-Challan
through electronic payment by the depositor.

Where receipt is accepted in designated Treasuries, the receipt scroll shall be sent to the attached Treasury.
Such designated bank branches shall include these payments in scroll sent to the attached Treasury on daily
basis.

There will be a daily clearance of cheques accepted and the transactions will be included in the daily account
submitted to the Treasury after the cheques have been cleared. If a cheque is dishonored by the concerned bank
on presentation, it will be reported at once to the payer with a demand for payment through net banking/
demand draft.

10.5.5. Transfer Receipts

By Transfer Receipts are effected by way of book transfer from a Payment Head to a Receipt Head such as
transfers effected from Salary (GPF, GIS, Income Tax etc.), and from other Bills. Most of such transfers such as
salary related deductions are automatic in the system.

Please refer to Salary BT/AG deductions section for detailed processes.

Note: DDOs has to take utmost care in choosing the Head of Account of Receipts and Amount so that no
error/mistake is committed. That may entail booking of the transfer in wrong heads. E.g. if transfer to be made
to head 8658 for Income Tax is booked in other head, the agency will not get credit for the same.
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11. Payment and Receipt reconciliation

The DDOs are required to match the receipts and payment records uploaded on the Treasury website with the
records available with them on a monthly basis before 15% of every month. Refer to GoHP Treasury Rule
number 120. Such records are maintained in the physical Cash Book. Every DDO can view the records of
receipt and payment in the ‘Reports’ section of the e-Kosh on HIMKOSH (IFMIS:°) website. For payment
details refer TAg report and for receipt details refer TA2 report. Go to HIMKOSH website

http://himkosh.nic.in/Treasuryportal/.

IFMIS -

# HOME I PROJECTS v

4 ABOUTUS

? FAQS

& DOWNLOADS

System

Treasuries, Accounts and Lotteries, Finance Department, GoHP

% DASHBOARD v © R1I

ON SYSEEM:

AMANACEFVIENT INFORM ATT
AL NI GIVIVIUL SN W INIVE M WANE LSS

RO - TSI 1GURT FeEH WL, T4 1Y

7 CPF Subscription
7 Salary Statement
7 Mobile Apps

[
«

[4 eVitran
[

€7 Pension Sistement

[

S

&

eChallan
7 GPF Statement
7 Online Recsipt
7 eSenvice Book

eKosh

HPOLTIS

Key Field Description NA

eSALARY
(Preparation of Salary Bils)

ePension
(Online Pension Processing)
(Oniine Sudget Disbursement)
GoHP recapt via onfine mods)
(Online Financial Reporting)
-—— -
(New Pension Scheme MIS)
i e e
(Bectronic rans®er of VLC Data)

(Treasury Information Systam)

Click on “eKosh”. eKosh is the online financial reporting application.

# HOME % ABOUT US T FAQS = PROJECTS +

eKosh is the central information dissemination interface through the Internet for various stakeholders like Finance Department, HODs, DDOs,

& DOWNLOADS

% DASHBOARD ~ 8 EII @ CONTACTS

employees, AG, Pensioners etc. All kinds of MIS reports are available on this Interface in the public domain.

STATE FINANCIAL REPORTS

For Finance Department For Departments [HODs/DDOs]

State Level Queries without public account (Compiled)
State Level Queries with public acrount (Compiled)
Graphical Queries without public account

Reserve Bank Deposits [Net Cash Outgo] (Compiled)

F/NF HOD Wise Allocation & Expenditure (Compiled)
F/NF Demanduwise [Compiled)

Allocation & Expenditure (Compiled)

Head Wise Receipt Comparision of two FinYear (Compilzd)

'HOD Wise Drill Down Expenditure Detail (Compiled)

Drill Down Head Wise Receipt Detail(Compiled)

Drill Down HOD Expenditure Detail (Passed and Compiled)

Drill Down SOE Expenditure Detail(Passed and Compiled)

z District Wise Excise Consolidated Income Figures

Expenditure (Compiled)

Demand Wise Budget Allocation

For HODs and DDOs

eBudget-HOD Wise Budget Allocation
Expenditure Wrongly Booked

'HOD Wise Expenditure (Compiled)

Allocation & Expenditure based on Minor code (Compiled)
eVitran-Drill Dewn Budger Distribution Detail

Current DDO Allocation and Expenditure (Passed and Compiled)

* Listof Retirements Due in E-Salary (Mexxt 24 Months)

DDO Wise Expenditure (Query)

DDO Wise Receipt (Query)

For Works Department (LOC Cheques)

DDO Wise Cheque Issue
For Third Party Payments

Miseallaneous Payments,/eBhugman to ContractorVendor, employes, Pensioner
or any individual

eBhugtan Mobile App Available DownLoad Now

Consolidated DDO Wise Expenditure and Allocation Data

View eBill/Voucher

10 Integrated Financial Management Information System
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Key Field Description NA

Note: District Treasuries shall ensure that the real time data availability is in place for the DDOs. Uploading of
accounts data containing payment and receipt figures for every month needs to be performed on e-Kosh/MIS
portal by 5t of succeeding month. Data should also be uploaded every day or when sub-Treasury accounts are
merged, whichever is earlier. Uploads by District Treasuries must continue until all treasuries of the district are
on online system where data will be available on a real-time basis. Once the accounts are compiled in OLTIS,
various reports are readily available in the e-Kosh for access by the DDOs.

11.1. Payment Reconciliation (Manual process)

At the beginning of every month, the DDO will compare the DDO detailed payment report (TA3) available in
the HIMKOSH with the records of payment available with them. If any discrepancy is found, the DDO will
ensure removal of the discrepancy by approaching the relevant Treasury/Sub-Treasury office and reconciling
the accounts. In case of STO, the discrepancy issue can also be sent to Treasury Office for resolution. After
resolution at Treasury level, the updated accounts are submitted to the AG.

11.2. Receipt Reconciliation (Manual process)

Similar to the payment reconciliation process, every month the DDO will compare the DDO detailed receipt
report (TA2) available in the HIMKOSH with the records of receipts available with them. If any discrepancy is
found the DDO will ensure removal of the discrepancy and reconciling of the figures with the Treasury/Sub-
Treasury office. After resolution, the Treasury submits the updated accounts to the AG.

Note: TA-37 report contains consolidated amounts under various head. It can be referred for payment and
receipt reconciliation.
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12. E-Kosh reports for Departments
(HoDs/DDOs)

12.1. Overview

eKosh is the central information dissemination interface through the Internet for various stakeholders like
Finance Department, HODs, DDOs, employees, AG, Pensioners etc. All kinds of MIS reports are available on
this Interface in the public domain. Data from various applications such as e-Budget, HP-OLTIS, etc. is
assimilated in eKosh for the purpose of monitoring and reporting. Presented below is a description of various
financial reports for Departments (HODs/DDOs).

Go to HIMKOSH website http://himkosh.nic.in/Treasuryportal/ and click on eKosh link.
Table 13: Various e-Kosh reports for Departments (HoDs/DDOs)

Report Name Description

eBudget-HOD Wise Budget Data is populated from e-Budget. The report details HoD wise budget

Allocation allocation with columns as “Sanction”, “Addition”, “Saving”, and “Revised”.
Data is populated against various heads under the HoD.

HOD Wise Expenditure The report details head wise expenditure during the selected period. It has

(Compiled) columns such as number of bills, Gross amount, AG/BT deductions, and net
payment.

Allocation & Expenditure The report details allocated budget, expenditure upto previous month,

based on Minor code during the month, total expenditure as on date, balance budget, and % of

(Compiled) budget expended till date, against various heads.

Current DDO Allocation This report details DDO scheme wise allocation and expenditure details for

and Expenditure (Passed various heads. The report contains bill numbers, passing date, book date,

and Compiled) voucher number, paid date, head-wise. It also displays, allocated, expended,

and remaining budget, head-wise.
* List of Retirements Due in The reports details list of employees about to retire in next 24 months. The
E-Salary (Next 24 Months)  report displays their IP number and Date of retirement.
DDO Monthly Expenditure This report displays bills paid and compiled in the selected month, along
Report with their heads. The report also details total expenditure under various
heads (for the month), previous expenditure, total expenditure, allocated
budget and balance budget.

DDO Voucher / Challan Reports on receipt and expenditure DDO-wise, head-wise, along with bill
details, for a selected period, can be seen from this report.

DDO Wise Expenditure The report displays DDO-wise, expenditure information such as total

(Query) number of bills, amount, AG/BT deductions and net payment, based on
selected query.

DDO Wise Receipt (Query) The report displays DDO-wise, receipt information such as total number of
challans, receipt amount, receipt-head, tenderer, etc., based on selected

query.
DDO Wise Cheque Issue This report details all compiled LoC cheques of various SDOs under the
(Works Department) selected division along with the cheque amounts.

Note: There are 2 other reports, namely, Expenditure Wrongly Booked and eVitran-Drill Down
Budget Distribution Detail, which are currently not opening.
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http://himkosh.nic.in/Treasuryportal/eKosh/eKoshDeptQueryHeadbased.asp
http://himkosh.nic.in/Treasuryportal/eKosh/eKoshDeptQueryHeadbased.asp
http://himkosh.nic.in/Treasuryportal/eKosh/eKoshDeptQueryHeadbased.asp
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http://himkosh.nic.in/Treasuryportal/Redirecting.html?page=http://himkosh.nic.in/eHPOLTIS/PublicReports/wfrmDDOAllocationExpenditure
http://himkosh.nic.in/Treasuryportal/Redirecting.html?page=http://himkosh.nic.in/eSalary/public_Reports/HODWiseEmployeeRetirement.aspx
http://himkosh.nic.in/Treasuryportal/Redirecting.html?page=http://himkosh.nic.in/eSalary/public_Reports/HODWiseEmployeeRetirement.aspx
http://himkosh.nic.in/ehpoltis/PublicReports/wfrmReportDDOMonthlyExpenditure.aspx
http://himkosh.nic.in/ehpoltis/PublicReports/wfrmReportDDOMonthlyExpenditure.aspx
http://himkosh.hp.nic.in/evitran/ReportsHOD/wfrmDDO_ExpenditureReceipt.aspx
http://himkosh.nic.in/Treasuryportal/eKosh/ekoshddoquery.asp
http://himkosh.nic.in/Treasuryportal/eKosh/ekoshddoquery.asp
http://himkosh.nic.in/Treasuryportal/eKosh/eKoshDDOReceiptQuery.asp
http://himkosh.nic.in/Treasuryportal/eKosh/ekoshDDOLOCquery.asp
http://himkosh.nic.in/Treasuryportal/Redirecting.html?page=http://himkosh.hp.nic.in/evitran/ReportsHOD/wfrmDDO_WiseBudAlloc.aspx
http://himkosh.nic.in/Treasuryportal/Redirecting.html?page=http://himkosh.hp.nic.in/evitran/ReportsHOD/wfrmDDO_WiseBudAlloc.aspx
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12.2. Reports
In the section below, screenshots for various reports mentioned in the table above, are illustrated.

12.2.1. eBudget-HOD Wise Budget Allocation
1. Click on “eBudget- HOD Wise Budget Allocation” link. The following screen will open.

@ himkosh.nic.in/Treasuryportal/eKosh/ekoshhodAllocationquery.asp Q&M (v ] ﬁ 9
Managed bookmarks r: Welcome to Bugzilla [ New Tab . Consulting Source - [ CMSHome|AsianD [ WBG eConsultant2 r: Bugzilla Report

IFMS - Integrated Financial Management System

Go Green! % Treasuries, Accounts and Lotteries

Department of Finance, Himachal Pradesh

HOD - Head of Dy Wise Budget Allocation [Current]

in Lakhs *' in Thousands in Rupess

Query 2 on Date 2017-11-18 | & |

Select Guary Select Que v

Select HOD ALL HEAD OF DEPARTMENT v

Submit || Reset
Treasury i Aivailable Upto
BLEEN Al 441172017
KANGRA 31172047
DLAN 0/ 1172017

LAHAUL SPITI 071172017
HAMIRPUR

Saftvaars is developed by National Informatics Cantre, Himachal Pradesh
Disclaimer:Cantent on this websits is published and mansged by Department of Treasuries, Accounts and Lotteries, Himachal Pradssh, Shimla. For any gquary ragarding
this website, plesse contact the "Web Information Manager: Sh Despsk Bhardwaj (Additionsl Directar), addtre-hp[atJnic[dot]in’, Contents of this website are informative
anly and for bensfit of the public. However, thess do not confer any lagal right or obligation. Websits dasigned by Nations! Informatics Cantra.

Key Field Description Field Description
Query as on | The date of generation of report
Date
Select Select type of report to be generated.
Query Select Query

01. Head of Account and SOE Wise

02. Central/State Scheme and SOE Wise

03. Scheme, Plan/NonPlan and SOE Wise

04. Plan/NonPlan, Scheme and SOE Wise

0S. Plan/NonPlan,Head of Account and SOE Wise

06. Plan/NonPlan,Msj,SMJ Min, SMin.Bud,\VC and SOE Wise
07. Major Head and SOE Wise

03. Head of Account and BudgetlD Wise

09. Demand, Major and SOE Wise

10. Major, Demand and SOE Wise

Select HoD | Select Head of Department for which report is to be generated

2. Select the criteria for report and click on “Submit”. Click on “Reset” button to reset the data entered in the
fields.

3. Sample report output is displayed below.
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BUDGET ALLOCATION REPORT For the Financial Year [ 2017-2018 | A5 ON DATE [ 17-11-2017 ]
For Head of Department [ 401-DIRECTOR TREASURY AND ACCOUNTS ]

A5 Per Selected Query [ 06. PLAN/NONPLAN, MAJ,SM MIN SMIN,BUD,VC AND SOE WISE ] [in Thousands]

Plan_NonFlan ;é_u-sr-xwu-smnm SpeCd SANCTION ADDITION SAVING  REVISED

33-MATERIAL AMD SUPPLY 21609 24745

01-SALARIES ]
02-WAGES 124 ] 124
03-TRAVEL EXPENSES £ 300 o &7
05-0FFICE EXPEMSES 2310 ] ] 2310
04-MEDICAL REIMBURSEMENT 534 o o 534
O7-RENT, RATES AMND TAXES 45 13 o 58
12-PROFESSIOHAL AMD SPECIAL SERVICE 17500 ] ] 17500
15-TRAIMING 55 o 55
20-0THER. CHARGES 2 ] ] 2
27-MOTOR VEHICLES PURCHASE 1 Ta4.44 ] Ta5.44
30-MOTOR VEHICLES O5,POL, REPAIR 554 500 o 1054
&4-TRAMSFER EXPEMSES 1 30 ] Edl
55-REMUNERATION TO OUTSOURCE 17000 o o 17000
EMPLOYEES

S MWSO00TOISEONY Teml T 0 0 7%
01-SALARIES 251042 o o 251042
02-WAGES 930 ] ] 930
03-TRAVEL EXPEMSES 1769 ] ] 1769
05-0OFFICE EXPEMSES BEZ2 o o BEZ2
0&-MEDICAL REIMBURSEMEWT £144 ] ] £144
O7-REMT, RATES AND TAXES 1041 o o 1041
15-TRAINING 1 i3 i3 1

Key Field Description NA
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12.2.2. HOD Wise Expenditure (Compiled)
1. Click on “HOD Wise Expenditure (Compiled)” link. The following screen will open.

C | @ himkosh.nic.in/Treasuryportal/eKosh/ekoshhodquery.asp Q%M o * [ ] v

Managed bookmarks r: Welcome to Bugzilla  [f Mew Tab . Consulting Source - | [ CMS Home|Asian D [ WBG eConsultant2 r: Bugzilla Report
IFMS - Integrated Financial Management System

Go Graant Treasuries, Accounts and Lotteries %j:'q;‘rq'
1ch to 65k ‘% Department of Finance, Himachal Pradesh

HOD - Head of Department Wise Expenditure

Transaction Datz From  [2017-04-01 ]
Transaction Date T [p017-11-18 |
Select Quary Select Query v
Select HOD Optional ALL HEAD OF DEPARTMENTS v
Submit || Resst
Status of Data received from District Treasuries (Last Availzbility Date)
Click to See Sub- y wise Status)
reasu Availsble Upto  [rreasury JAvailsble U reasu

oA &0 T 7 EILecPUR

AT GRA [ FriLL TAL SHINLA

CLAN 071 VAT

KULLL

TR,
CEDANCSPT (107 /0ts FIHADR
PR 071172017 ]

Software is developed by National Informatics Centre, Himachal Pradesh
Disclaimer:Content on this websits i published and managed by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla. For any query regarding
this website, please contact the "Wieb Information Manager: Sh Despak Bhardwaj (Additional Director), addire-hp[at]nic{dct]in'. Contents of this website are informative
only and for benefit of the public, Hawever, these do not confer any legal right ar obligation, Website designed by National Informatics Cantre,

Key Field Description Field Description
Trasaction Date The date from which expenditures are to be seen in the
From report
Transaction Date The date till which expenditures are to be seen in the
To report
Select Query Select type of report to be generated.
Select Query

01. Expend&ure - SOE Wise
02 Expendityre - Plan NonPlan and SOE Wise
03. Expendiure - Scheme and SOE Wise
. 04 Expendiure - Demand Wise
. 05 Expendture - Major Head Wise
« 06 Expenditure - HOD and Head of Account Wise
« 07 Expendture - HOD DDO and Head of Account Wise
1 03 Expenditure - Head of Account and SOE Wise
1 09, Expendture - HOD DDO Date and SOE Wise
1 10. Expendiure - SOE HOD Wise
1".E Witure - HOD Wise
+ 12 Expendture - DISTRICT WISE CSS and Plan NonPlan Wise
113 Expenddure - Demand Plsn NonPlan and Head of Account Vise
14 Expendiure - Demand Plan NonPlan HOD Major and Soe Wise

Select HoD Select Head of Department for which report is to be
Optional generated

2. Select the criteria for report and click on “Submit”. Click on “Reset” button to reset the data entered in the
fields.
3. Sample report output is displayed below.
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BUDGET EXPEMDITURE REFORT DURIMG THE PERIOD [ 04-11-2017 TO 17-11-2017 ]
For Head of Department [ 401-DIRECTOR TREASURY AND ACCOUNTS ]

AS Per Selected Query [ 13. EXPENDITURE - DEMAND, PLAN NONPLAN AND HEAD OF ACCOUNT WISE ] [in Rupees]

DM_MAD SM_MIN.SMN_EUD.WVC. PN_S0OE GROSS ETDED MNETPAYMENT

19-2235-60-200-05-500H-Y-H-08-
MEDICAL REIMBURSEMENT

29-2054-00-095-01 -500H -V -H-01- 2653250 | 1031916 135950 1485384
SALARIES
29-2054-00-095-01 -500M -V -H-02-WAGES 1 &510 o o &510
29-2054-00-095-01 -500# -V -H-02-TRAVEL 2 4436 o o 4436
EXPEMSES
29-2054-00-035-01 -500M-Y'-H-05-0FFICE 2 32350 o o 32390
EXPEMSES
2%-2054-00-035-01-500H-\'-H-0&- 1 13705 o o 13705
MEDICAL REIMBURSEMENT
29-2054-00-095-01 -5000 -V -H-20-MOTOR 2 13917 ] o iy
WEHICLES OF,POL,REPAIR
259-2054-00-0535-01 -500H -V -H-£4- 1 1449 o o 1449
TRAMSFER EXPENSES
29-2054-00-095-01 -500H -V -H-65- 1 1324730 o o 1324730
REMUMERATION TO QUTSOURCE
EMPLOYEES
29-2054-00-097-01 -500H -V -H-01- 46 1T7E0516Z | SO2BE38  T33455 11042869
SALARIES
29-2054-00-097-01 -500M -V -H-02-WAGES g 109410 o o 109410
29-2054-00-097-01 -5008 -V -H-02-TRAVEL 3 10003 o o 10003
EXPEMSES
29-2054-00-037-01 -500M-Y'-H-05-0FFICE 33 35B173 o o 358173
EXPEMSES
29-2054-00-057-01-500H-\'-H-D&- 8 215414 o o 213414
MEDICAL REIMBURSEMENT

Key Field Description NA
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12.2.3. Allocation & Expenditure based on Minor code (Compiled)

1. Click on “Allocation & Expenditure based on Minor code (Compiled)” link. The following screen will open.
C | @ himkosh.nic.in/Treasuryportal/eKosh/eKoshDeptQueryHeadbased.asp Q ¥ M o fn
Managed bookmarks r: Welcome to Bugzilla [ New Tab . Consulting Source - [ CMSHome|Asian D[4 WBG eConsultant? r: Bugzilla Report

IFMS - Integrated Financial Management System

Go Green! ;; Treasuries, Accounts and Lotteries

Department of Finance, Himachal Pradesh

State Level Queries Based on Minor Head[Allocation and Expenditure]

in Lakhs in Thousands ® in Rupees

Query as on Cate 2017-11-17 | & |

Select Query (Repart as) Select Query r
Expenditure Head Upta Minor Code 2202 -01 -[101 Mzjor-5Maj-Minor

e.g. 2202-01-101 Submit || Reset

Status of Data received from Digtrict Treasuries (Last Availzbility Dats)

reasul
LIHA

KANGRA
OLAH

LAHAUL_SPITI 0/11/2017 H]

[HAMIRPUR 0/11/2017 |
Saftwars is developed by National Informstics Cantra, Himachal Pradzsh

Disclaimar:Content on this website is published 2nd managed by Department of Treasuries, Accounts and Lotterias, Himachal Pradesh, Shimla. For any guery regarding

this website, plezse contact the ‘'Web Information Manager: Sh De=pak Bhardwaj (Additional Director), addtre-hp[at]nic[det]in, Contents of this website are informative
anly and for benefit of the public, However, thesz do not confer any legal right or obligation. Website designed by National Informatics Centre.

pvailable Upto

Key Field Description Field Description
Query as on Date | The date of generation of report
Select Query Select type of report to be generated.
(Report as) Select Query

01. Head of Account and SOE Wise

02. Central/State Scheme and SOE Wise

03. Scheme, Plan/NonPian and SOE Wise

04 PlanNonPlan, Scheme and SOE Wise

05 PlanMNonPlan, Scheme, SubMinor and SOE Wise

0&. Plan/NonPlan Head of Account and SOE Wise

07. PlanNonPlan Maj, SMJ Min SMin Bud VC and SOE Wise
08. Major Head and SOE Wise

Expenditure Select expenditure head upto the minor code against which
Head Upto Minor | allocation and expenditure has to be seen.
Code

2. Select the criteria for report and click on “Submit”. Click on “Reset” button to reset the data entered in the
fields.

3. Sample report output is displayed below.
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GOVERNMENT OF HIMACHAL PRADESH

STATE LEVEL BUDGET EXPENDITURE REPORT FOR [ 2202-01-101 EXPENDITURE ] 45 ON DATE [ 17-11-2017 ]

A5 Per Selected Query [ 07. PLAN/NONPLAN, MA, SMU,MIN, SMIN,EUD, VC AND SOE WISE EXPEMDITURE ] [in Rupees]
Plan_MonPlam  MAJ SM_MIN SMN_EUD.VC ScelCd Budget Exp UpTo During Total Balance % Exp
All.oca'l:lun Prv.Month Month (C)  Expenditure (- D} uf
(B} (D=B+C}

05-0FFICE EXPEHGES

20-0THER CHARGES 472000 0 0 0 472000 0
33-MATERIAL AND 14644000 3922168 0 3922168 10721832 16.78
SUPFLY

01-5ALARIES 14053799000 | 7037806451 95932170 7997135621 6056663379
0Z-WAGES 421976000 171169999 18368405 189538408 232437592 | M2
03-TRAVEL EXPEMSES 10883000 973740 25508 999245 9883754 9.18
05-0FFICE EXPEHGES 10655000 3714480 146851 3861331 6793669 36.24
O6-MEDICAL 58390000 17269020 279207 17548227 4084773 | 30.05
REIMEURSEMENT

07-REMT, RATES AND 343000 [v] [v] [v] 343000 [v]
TAXES

20-0THER CHARGES 85000 0 0 0 85000 0
33-MATERIAL AND 38650000 1698608 0 1698608 369513%4 4.39
SUPFLY

40- 13000000 0 0 0 13000000 0
SCHOLARSHIPS, STIFEMDS

AMD COMCESS.

&4-TRANSFER EXPEMSES

05-0FFICE EXPEHGES

20-0THER CHARGES 422000 4] 4] 4] 422000 4]
33-MATERIAL AHD 17116000 2881928 4] 2881928 14234072 1684
SUPPLY

Key Field Description NA
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12.2.4. Current DDO Allocation and Expenditure (Passed and

Compiled)
1. Click on “Current DDO Allocation and Expenditure (Passed and Compiled) link. The following screen will
open.
C | ® himkosh.nic.in/eHPOLTIS/PublicReports/wfrmDDOAllocationExpenditure a % M o % 9
Managed bookmarks r: Welcome to Bugzilla [ Mew Tab . Consulting Source - [ CMSHome|Asian D [ WBG eConsultant2 r: Bugzilla Report
IFMS-Integrated Financial Management System G0 GREEN w ’
- Treasuries, Accounts And Lotteries QIS With HR-OTIs P
Department of Finance, Himachal Pradesh
DDO Wise Allocation/Expenditure of Passed and Compiled Bills
Finyr Gurrent Fin Year 2017 v ‘Get Report
Treasury * CTO00 - CAPITAL TS v
DDOCode * 108-D.0.(TREASURY & ACCOUNTS) SI ¥
SOE(optional) Select -
@ 2017 - Department of Treasuries, Accounts And Lotteries Himachal Pradesh
‘Website designed by m HF State Centre. Shimla, Himachal Pradesh
Key Field Description Field Description
Finyr Default current financial year
Treasury Select the Treasury Code
DDOCode Select the DDO code

SOE(optional) | This is an optional field

2. Select the criteria for report and click on “Get Report”.
3. Sample report output is displayed below.

0 himkosh.nic.in/eHPOLTIS/PublicReports/wirmPublicReport\iewer - Google Chrome

@ himkosh.nic.in/eHPOLTIS/PublicReports/wfrmPublicReportViewer

4 4 |1 ofzz b M @ Find | Next = %
DDO Scheme Wise Allocation and Expenditure Details [ FinYear: 2017-2018 ]
DDO: CTO00-105 D.D(TREASURY & ACCOUNTS) SHIMLA

'''''''''''''''''''''''''''''''''''''''''''''''''''''''' |

32 MATERIAL AND SUPPLY 035-2030-02-101-01-500N-33-N-V ! Total Allocation: 21602000.00;

U Vch. No. ! Paid Date ! Allocation | Amount!
"""" B R Pt S

T tooooi gz T
E H H . H H S O 8
133 MATERIAL AND SUPPLY 05-2020-02-101-01-500N-33-N-V 12160900000 ¢ 21609000.00!
hessssssssssscssss s s s s s s s RS s EEEEEEESEEEEEEEEEEEEEEEEEEEEEE B I L L. T T
E-Salary 15-11-2017 14:12:0Z HIC-HF 1
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0 himkosh.nic.in/eHPOLTIS/PublicReportsfwirmPublicReportViewer - Google Chrome

(® himkosh.nic.in/eHPOLTIS/PublicRe ports/wirmPublicReportViewer

4 42 of37 b Ml @ Find | Hext = &
DDO Scheme Wise Allocation and Expenditure Details [ FinYear: 2017-2018 ]

DDO: CTO00-105 D.D.(TREASURY & ACCOUNTS) SHIMLA
20 OTHER CHARGES 19-2235-60-104-01-S00N-20-NN T  Total Allozation: 0.00!

----- T T == T T --+
! Passing Date ! Book Date | Vch. No. | Paid Date ] Allocation |

=TT
Amount]

! 5 Hao 'EIlII No

I'1 Tﬁéﬁﬁﬁﬂfﬂ: ':'u'fTE'T":}"u_s:z_liff 'T":fz'lis'—iﬁﬁ' ! 000020 : 03-D8-2017! ""'"""_"T""_Eﬁﬁ"":T

F . . e s 4

120 GOTHER CHARGES 19-2235-60-104.01-500N-20-N-V '0.00 ' 30000.00! -30000.00!

hessssssssscssss s s EEE s s s s S EEEEEEEEEEsEEsEEEEEEEEEEEESEEEEEEEEEEEEEE s s s s s s s e e oo
E-Salary 18-11-2017 14:12:02 HIC-HF 2

Key Field Description NA

12.2.5. * List of Retirements Due in E-Salary (Next 24 Months)
Click on “*List of Retirements Due in E-Salary (Next 24 Months)” link. The following screen will open.

1.
C | ® himkosh.nic.in/eSalary/public_Reports/HODWiseEmployeeRetirement Q % | M o | 'ﬂ o P v
Managed bookmarks [7§ Welcome to Bugzilla [ New Tab . Consulting Source - [} CMSHome|AsianD [ WBG eConsultant2 [ Bugzilla Report
w‘ IFMS - Integrated Financial Management System
= Treasuries, Accounts and Lotteries E-Bills go (
-:f_k=_- Department of Finance, Himachal Pradesh =
T HOD Wise Employee Retirement
HOD 401 - DIRECTOR TREASURY & ACCOUN v Expected Retirement Date & | 1311112019 Print
Bestview In & Chrome £ IE 8 or Above &) Mozills firefox
% Please Ensure Pop-Up are enabled % Daveloped By& NIC HP State Center, Shimla, Himacha! Pradesh ¥ Ba supportive with your feedback on A addtre-hp@nic.in m
¥ Disclaimer: Content on this website s pubished snd mansged by Department of Treasuries, Accounts and Loteries, Himachal Pradesh, Shimia. For any query regarcin
Web Information Manager- Sh Deepak Bhardwaj [ Director ], addtre-hp@nic.in 3. Contents of this webste sre informative only snd for banefit of the
egs! right or cbligation. Website designed by National informatics Center.
Key Field Description Field Description

HOD Select HoD Code for which list of employee nearing
retirement has to be seen

Expected Retirement | System default (24 months from current date)
Date *Can be changed by the user

2. Select the criteria for report and click on “Print”.

3. Sample report output is displayed below.
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IFMS - Integrated Financial Management System
f@sr=pe  Treasuries, Accounts and Lotteries

Department of Finance, Himachal Pradesh

HOD 401 - DIRECTOR TREASURY & ACCOUN v Expected Retirement Date & | 021172018

4 41 of2z P M @ Find | Next

- &

List of Government Employees Due For Retirement Upto 30-11-2019

£01-DIRECTORE TREASURY & RCCOUMTS

TName

o) ' | Designation " FMe. | DOR !
b 8L A00-D70 BILASFUR T ' ' ' 1
| S00DISTRICT TREASURY OFFICER |BHAG GINGH PECN IPO2 10009 | 30042013
BILASFUR
JOGINDERSMGH  iswesper P02 10012 ! 31.03.2013
[CHMOO.DTC CHAMEA I
R TIETRIT TREAS Y SFFIER TOMaaTy T T SENICR ASSISTANT TFoa m | Ry
| CHAMEA : : : : :
SORESHWLMARI  iPEoN 1PD4 10038 | 31.12.2013
KALS Tpeon P04 23554 | 31.07-2018 |
alsined  eeon T IPS1 10822 | 30082019 §
NEEMAKUMERI  {SUPRINTENDENT GRADE Il | IFO4 11709 | 30-08-2019 .
RATTANCHEND | TREASURYOFFICER IPE1 10824 | 31-07-2013 |
{CTODO-CAPITAL TREASURY I
T B REAS Ay & ACm TS TaTTas Sien s ToRneR TR Tim | A §
Y = IFO1 11569 | 50112013 .
SHASHIRANA TITREASURY OFFICER P32 10004 | 30.04-2010
{S00-DISTRICT TREASURY OFFICER |MANCUKUMAR  (JUNIOR ASSISTENT T IPT3 15478 | 30-04-2018 ¢
. R D vesAr T TRERsURY SRRER T e
' HMFL00-DTC HAMIRPUR ' - ' ' ' 7
| 500.DISTRICT TREASURY OFFICER |KULDEEP PATIAL T SENIOR ASSISTANT T IP14 15644 | 30112010 ¢

Key Field Description NA

12.2.6. DDO Monthly Expenditure Report

E-Bills go erEEN
Qe vaes

ary
T HOD Wise Employee Retirement

1. Click on “DDO Monthly Expenditure Report” link. The following screen will open.

C' | ® himkosh.nic.in/ehpoltis/PublicReports/wirmReportDDOMonthlyExpenditure

Managed bookmarks rz Welcome to Bugzilla [ MNew Tab . Consulting Source - [ CMS Home | Asian T

QM

[ WBG eConsultant? m Bugzilla Report

neDo-.

=, IFMS-Integrated Financial Management System
= few®Iw Treasuries, Accounts And Lotteries
Department of Finance, Himachal Pradesh

Monthly Expenditure of DDO

FinYear 2017 v Get Repart
Wonth MNavember v
Treasury * f— v
DDOCode * v
€ 2017 - Department of Treasuries, Accounts And Lotteries Himachal Pradesh

Website designad by m HP State Centre, Shimla, Himachal Pradesh

GO GREEN
Qe v ivon

Key Field Description Field Description
FinYear Select the financial year
Month Select the month
Treasury Select the Treasury Code
DDOCode Select the DDO Code

2. Select the criteria for report and click on “Get Report”.

3. Sample report output is displayed below.
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@ himkosh.nic.in/ehpaltis/PublicReports/wirmPublicReportViewer

4 41 of27 b

kl ]

Find | Next

-

'L

[FY : 3017-2048 ] Menthly Expenditurs of CTOD-105-D.0.(TREASURY & ACCOUNTS) SHIMLA for the month of November 2047

2054-00-095-01-500N-N-V

billno Vch Mo-Date 01-5alary
CTODDMO052017100307 | 2-MM02017 o
CTODDMO52017100308 | 3-MM02017 o

CTODDMOS122017-0M

CTODDMOS132017-002 | 10- 021172017

CTODDMOS102017002 |1

g-d2n12017

- 21T

10245243.00
53280.00

7205845.00

CTODDOS102017-D04 |12 - 0211172017 135013.00
CTODD052M 21- 02112017 2056200
CTODD052M 27 - 0312017 0
CTODD0520 71 28 - 03112017 0
CTODD1052M 7100314 | 30 - 0311172017 0
CTODD1052M 7100325 | 38 - 1071172017 0
TOTAL (A} 2055536.00
Previous Expenditure (B} 14736013.00
Total Expenditure  (C=A+E] 167913549.00
Budpet (m 21000000.00
Balance {D-C) 4208451.00
MICNET:HFP Printed On 18111217

Key Field Description

NA

03-0fExp

13010.00

19350.00
23000
161280.00
192670.00
150000000
306320.00

J0-Mervopr | 83-RelsEmp

d 1281370.00

0 G3350.00

2295700 1324730.00
1652841.00 GBT2085.00
185768.00 S197716.00
J00000.00  10000000.00
114232.00 1802284.00

1

12.2.7. DDO Voucher / Challan
1. Click on “DDO Voucher/Challan” link. The following screen will open.

C | ® himkosh.hp.nic.in/e

Managed bookmarks r: Welcome to Bugzilla [ New Tab . Consulting Source -

IFMS - Integrated Financial Management System

Go Green!

wfrmDDO_ExpenditureRece

[ CMS Home | Asian T

Gross. Deductions METAMOUNT
13010.00 0.00 13010.00
1281370.00 0.00 1281370.00
£10089.00 584537.00

5024.00 43248.00

J2TE72.00 402073.00

184643.00

2052.00

83350.00

12027.00

10000.00

0.00 19350.00
H435583.00 B72070.00 2362513.00
o™

[} WBG eConsultant2 r: Bugzilla Report

Treasuries, Accounts and Lotteries

Department of Finance, Himachal Pradesh

DDO - Drawing & Disbursing Officer Wise Expenditure (Voucher) fReceipt (Challan)

Select Report Type

Transaction Date From

Transaction Date To

Select Treasury

Enter DDO

Disclaimer:Content on this website is published and managed by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla. For any query
regarding this website. please contact the "Web Information Manager: Sh Deepak Bhardwaj (Joint Director), jdirtre-hp{atinic[dot]in". Contents of this website are
informative only and for benefit of the public. However, these do not confer any legal right or obligation. Website designed by National Informatics Centre

Key Field Description

* DDO Expenditure
g0 [T
1812017 [T
- SELECT TREASURY —

View Report

DDO Receipt

Field Description
Select Report Type Report can either be for “DDO Expenditure” or “DDO
Receipt”
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Transaction Date Date from which transactions are to be seen
From

Transaction Date To | Date till which transactions are to be seen
Select Treasury Select the Treasury Code

Enter DDO Enter the DDO Code

2. Select the criteria for report and click on “View Report”.

3. Sample report output is displayed below (DDO Expenditure).

Head Of Account Wise DDOD Expenditure/Bills
From 01/11/2017 to 18/11/2017
DDO Discription : CTOO0D-105-D.D.(TREASURY & ACCOUNTS) SHIMLA

Head Of Account :00-8009-01-101-02-500N-47-N-V-ADVANCES [ HEAD TOTAL : 3835000 ]

VouchDt VouchMo BillNo GrossAmt ToDed AGDed
01/11/2017 26 CTOO00105201710030%9 1500000 4] 0
01/11/2017 27 CTOO01052017100312 200000 4] ol
01/11/2017 28 CTO001052017100306 75000 Q 0
06/11/2017 147 CTOO001052017100318 180000 4] 0
06/11/2017 148 CTOO01052017100322 300000 4] 0
08/11/2017 185 CTOO01052017100323 1500000 4] ol
08/11/2017 185 CTO001052017100324 80000 Q 0
Head Of Account :00-8342-00-117-01-0000-00-N-V- [ HEAD TOTAL : 211020761 ]

VouchDt VouchMo BillNo GrossAmt ToDed AGDed
13/11/2017 1 CTOOC010517A8342001 211020761 4] ol

Head Of Account :29-2054-00-095-01-S00N-01-N-V-SALARIES [ HEAD TOTAL : 2055536 ]

VouchDt VouchMo BillNo GrossAmt ToDed AGDed
02/11/2017 9 CTO00105102017-001 1084535 65971 451028
02/11/2017 10 CTO00105102017-002 53280 5034 ol
02/11/2017 11 CTO00105102017-003 730645 13556 314015
02/11/2017 12 CTO00105102017-004 185013 18495 1870
02/11/2017 21 CTOO01052017000016 2062 4] 0

Key Field Description NA

4. Sample report output is displayed below (DDO Receipt).
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NetAmt

1500000

200000

73000

180000

300000

1500000

30000

NetAmt

211020761

NetAmt

564537

43248

402973

164548

20582
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Head Of Account Wise DDO Receipt / Challan
From 01,/11/2017 To 18/11/2017
DDO Discription
CTO00-105 [D.D.(TREASURY & ACCOUNTS) SHIMLA]
Head Of Account :0049-04-800-05 - INTEREST ON LOANS ADVANCED TO GOVT.SRVT. [ HEAD TOTAL : 6500 ]
Vouch/ChallanDt WVouch/ChalNo Particulars GrossAmt Remarks
HIMGRM:B17K100866, ADDITIONALDIRECTOR TAL, INTEREST ON
06/11/2017 3 5000  OnLine Challan
LOANS ADVANCED TO GOVT SERVENT -Sh.Bal.Krishan Verma
HIMGRM:B17K100847, ADDITIONALDIRECTOR TAL, INTEREST ON
08/11/2017 4 1500  OnLine Challan
LOANS ADWVANCED TO GOVT SERVENT -Tek Chand Kashyap

Head Of Account :0216-01-106-03 - RECEIPT FROM ESTATE OFFICE [ HEAD TOTAL : 2404 ]

Vouch/ChallanDt WVouch/ChalNo Particulars GrossAmt Remarks
02/11/2017 9 CTO00105102017-001 1758 BY BT Maj 2054
02/11/2017 11 CTO00105102017-003 107 BY BT Maj 2054
02/11/2017 13 CTO00105102017-005 4592 BY BT Maj 2054

Head Of Account :8011-00-107-01 - INSURANCE FUND [ HEAD TOTAL : 1948 ]

Vouch/ChallanDt WVouch/ChalNo Particulars GrossAmt Remarks
02/11/2017 9 CTO00105102017-001 450 BY BT Maj 2054
02/11/2017 10 CTO00105102017-002 36 BY BT Maj 2054
02/11/2017 11 CTO00105102017-003 127 BY BT Maj 2054
02/11/2017 12 CTO00105102017-004 57 BY BT Maj 2054
02/11/2017 13 CTO00105102017-005 54 | BY BT Maj 2054
02/11/2017 14 CTO00105102017-006 35 BY BT Maj 2054
02/11/2017 15 CTO00105102017-007 S  BY BT Maj 2054
Key Field Description NA

12.2.8. DDO Wise Expenditure (Query)
1. Click on “DDO Wise Expenditure (Query)” link. The following screen will open.

C | ® himkosh.nic.in/Treasuryportal/eKosh/ekosh QA # ™M o ] rﬂ v
Managed bookmarks r: Welcome to Bugzilla [ Mew Tab ‘ Consulting Source - [ CMSHome|AsianD [ WBG eConsultant? r: Bugzilla Report
IFMS - Integrated Financial Management System / =
Go Green! _ 7  Treasuries, Accounts and Lotteries m-q- S\ f
“‘1&‘? Department of Finance, Himachal Pradesh &_/
DDO - Drawing & Disbursing Officer Wise Expenditure
Transaction Date From 2017-11-18 i |
Transaction Date To 2017-11-18 =
Select Query Select Query v
Selact Your Treasury CTODO-CAPITAL TREASURY v
Entar DDO Code 500
Submit || Reset
Status of Data recaived from District Treasuries (Last Availability Date)
Click t0 Sée Sub-Treasury wise Status)
Treasury [Lvalable Upto _[Treasury Javailable Upto reasury [wvailable Upto
IHA /1172017 CHAMEA /1172017 ILASFUR 4/11/2017
AHGRA /1172017 HIMLA /1172017 PITAL SHIMLA 31172017
OLAN /1172017 IRMAUR /1172017 JAAND 071172017
LAHAUL.SPITI /1172017 FIHNAUR I20M7 | ) 01142047
HAMIRFUR. 1172017 |
Saftware is developed by National Informatics Centre, Himachal Pradesh
Disclaimer:Content on this wehsits is published and managad by Department of Treasuries, Accounts and Lotteries, Himachal Pradash, Shimla. For any query regarding
this website, please contact the 'Web Information Manager: Sh Despak Bhardwaj (Additional Director), addtre-hp[at]nic[dot]in’, Contents of this wehsite are informative
anly and for benefit of the public, However, thesz do not confer any legal right or cbligation, Website designed by National Informatics Centre,
Key Field Description Field Description
Trasaction Date | The date from which expenditures are to be seen in the
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From report
Transaction The date till which expenditures are to be seen in the report
Date To
Select Query Select type of report to be generated.
Select Query

01. Expenditure - DDO and SOE Wise

02. Expenditure - Plan NcnPian, DDO and SOE Wise

03. Expenditure - Scheme, DDO and SOE Wise

04. Expenditure - Demand Wise and DDO Wise

05. Expenditure - Major Head and DDO wise |
06. Expenditure - DDO and Head of Account Wise |
07. Expenditure - HOD. DDO and Head of Account Wise {
08 Expenditure . HOD DDO Date and SOE Wise |
09. Expenditure - DDO,Date Head of Account SOE and Voucher Wise |
10. Expenditure - DDO. Head of Account, SOE and VoucherBilING wise |

Select Your Select the Treasury code
Treasury
Enter DDO Code | Enter the DDO code

2. Select the criteria for report and click on “Submit”. Click on “Reset” button to reset the data entered in the
fields.

3. Sample report output is displayed below.
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BUDGET EXPENDITURE REPORT DURING THE PERIOD [ 04-14-2047 TO 18-14-2017 ]
For DDO [ CTOO0-500 ]

45 Per Selected Query [ 10. EXPENDITURE - DDO, HEAD OF ACCOUNT,S0E AND VOUCHERBILLNG WISE] [in Rupees]

DM AL SM MIN.SMN.BUD.VC.PH.S0E  VioucherBillND

[TRvchs 57 1. 0000 ] o £0000
Dt:02/11/2047] ,
Eillro-
CTO005002017100071

[TRvch 17 1) 444737 247950 Big4 133603
Dt02/11/2047] ,
Eillno-
CTO00500102047-003

[TRVChE 18
Dt02/1142047] ,
Eillrio-
CTO00500102017-004

[TRVchE 19 1) 54033 0 %047 44588
Dt=02/11/2047] ,
Eillno-
CTO00500102047-001

[TRvchs 20
Dt02/1142047] ,
Eillrio-
CTO00500102017-002

[TRvch 1 1) 5040 ] o 5040
Dt:01/11/2047] ,
Eillro-
CTO005002017100089

[TRVche 22
D02/11/2047] ,
Eillrio-
CTOO05002017 100070

—

103936 0| T0Z7 63709

—

T1676 40000 2570 28106

-

1535 ] o 1535

Key Field Description NA
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12.2.9. DDO Wise Receipt (Query)
1. Click on “DDO Wise Receipt (Query)” link. The following screen will open.

C | ® himkosh.nicin/Treasuryportal/eKosh/eKoshDDOReceiptQuer

asp Q &% M (e ] 'ﬂ
Managed bookmarks r: Welcome to Bugzilla [ New Tab . Consulting Source - [ CMSHome|AsianD [ WBG eConsultant2 r: Bugzilla Report

IFMS - Integrated Financial Management System
" Treasuries, Accounts and Lotteries m
G‘? .Green.. % Department of Finance, Himachal Pradesh

DDO - Drawing & Disbursing Officer Wise Receipt (Challan)

Transsction Dite From [2017-11-01 i |

Transaction Date To 2017-11-18 =

Select Query Select Cuery v
Select Your Traasury CTOOD-CAPITAL TREASURY A

Enter DDO Code 500

Submit || Reset

Status of Data recsived from District Treasuries (Last Availability Date)
[Click b See Sub-Tréasury wise Status)

Treasury ivailable Upto I'I'reasug iwvailable Upto reasury iwvailable Upto
Ha J1172017 HAMEA 112017 ALASFUR 411/2017
LANGRA J1172017 HIMLA /1172017 PITAL SHIMLA 31172017

FOLAN J1172017 IRMAUR 1152017 | I 071172017

L AHAUL.SPIT] 1172017 AHHAUR M1/2017 | ] 071172017

H AR RFUR 172017 |

Saftwars is developed by National Informatics Centre, Himachal Pradesh
Disclaimer:Contant an this website is published and mansged by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla, For any query regarding
this website, please contact the 'Web Information Manager: Sh Deepsk Bhardwaj (Additional Director), addtre-hp[at]nic[dat]in’, Cantants of this website are informative
only and for banefit of the public. However, thess do nat canfar any legal right or bligation. Wabsite designed by Nationsl Informatics Cantra.

Key Field Description Field Description
Trasaction Date | The date from which receipts are to be seen in the report
From
Transaction The date till which receipts are to be seen in the report
Date To

Select Query Select type of report to be generated.

01 Recept - DDO Receipt Head. Date and Challan Wise
02. Receipt - Receipt Head, Date and Challan Wise

03 Receipt - MajorHead, Date and Chalian Wise

4. Receipt - MajorHead SubMinor and Date Wise

5. Receipt - Head Wise Comparative Summary

06 Receipt - MajorHead Date Wise Summary

07. Receipt - MajorHead Wise Summary

Select Your Select the Treasury code
Treasury
Enter DDO Code | Enter the DDO code

QO

2. Select the criteria for report and click on “Submit”. Click on “Reset” button to reset the data entered in the
fields.

3. Sample report output is displayed below.
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NET RECEIPT/CHALLANS - DURING THE PERIOD [ 01-11-2017 TO 18-11-2017 ]
For DDO Code [ CTO00-105 ]

AS Per Selected Query [ 01. RECEIPT - DDO,RECEIPT HEAD, DATE AND CHALLAN WISE ] [in Rupees]

05/11/2017 Total

Fa

[M0042000003] 1 5000
HIMGRH:B17K 100366,
ADDITIOMALDIRECTOR TAL
INTEREST OM LOAMS ADVANCED TO
GOVT SERVENT -5h.Bal.Krishan
Verma

[MD045000004] 1 1500
HIMERH:E1TH100847,
ADDITIONALDIRECTOR TAL
IMTEREST OM LOAMS ADVANCED TO
GONT SERVENT -Tek Chand
Kashyap

06/11/2017 Total 1 558

[M80411000019] 1 558
HIMGRH:EITKI 00754,
ADDITICHALDIRECTOR TAL SAVING
FUND INSURAHCE FUND -

A0 1172017 Total o 594
[ME011000037] 1 18
HIMGRH:B1TH100640,
Key Field Description NA
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12.2.10. DDO Wise Cheque Issue (Works Department)
1. Click on “DDO Wise Cheque Issue” link. The following screen will open.

C | @ himkosh.nic.in/Treasuryportal/eKosh/ekoshDDOLOCquery.asp Q& ™M o 'ﬂ 9

s Managed bookmarks r: Welcome to Bugzilla [ New Tab . Consulting Source - [ CMSHome|AsianD [Y WBG eConsultant2 r: Bugzilla Report

IFMS - Integrated Financial Management System

Go Green! Treasuries, Accounts and Lotteries %ﬂqﬂq’
ich : % Department of Finance, Himachal Pradesh

DDO - Drawing & Disbursing Officer- LOC Cheques (8782)

Transaction Data From 2017-11-01 |3
Transaction Date To 2017-11-13 =0
Select Query Select Query v
Select Your Treasury SOLOD-DTO SOLAM v
Enter DDO Code 515
Submit || Reset

Status of Dats receivad from District Treasuries (Last Availability Dste)

(Click £ See Sub-Tréasury wise Status)
Treasury ovailable Upto Tressury Javailable Upto reasury ovailable Upto
LA 1172017 CHAMEBA 1172017 ILASPUR 4F1172017
TANGRA 72017 HINLE T FITAL SHIMLA 71172017
LA 172017 IRMAUR 1172017 | ] 071172017
[AHALLSFITT 172017 ONHADR__ 1071172017 | ] 07 1172017
HAMIRPUR 71172017 |

Softwars is developed by National Informatics Centre, Himachal Pradesh
Disclaimer:Content on this websits is published and managed by Department of Treasuries, Accounts and Lotteries, Himachal Pradesh, Shimla. For any guery reganding
this websits, plessa contact the 'Vieb Information Mznager: Sh Deanzk Bhardwsj (Additions] Directar), 2dctre-hp[at]nic[det]in’. Contants of this wehsits 2ra informative
anly and for benafit of the public, However, thess do nat confer any legal right ar ablig=tion, Websits designed by Nationzl Infarmatics Cantra,

Key Field Description Field Description
Trasaction Date The date from which LoC cheques details are to be seen in
From the report
Transaction Date The date till which LoC cheques details are to be seen in
To the report
Select Query Select type of report to be generated.
Select Query

01. LOC - DDO.SDO Cheque Summary

02 LOC - DDO.SDO and ChequeNumber wise

03. LOC - DDO.SDO, ChequeDate ChequeNumber wise
04. LOC - DDO . SDO,\OucherDate ChequeNumber wise
05. LOC - DDO.SDO,VOutherDate VoutherNumber wise
06. LOC - DDO VOucherDate \VoucherfNumber wise
07.LOC - LOCHead Wise Summary

Select Your Select the Treasury code

Treasury

Enter DDO Code Enter the DDO code

2. Select the criteria for report and click on “Submit”. Click on “Reset” button to reset the data entered in the
fields.

3. Sample report output is displayed below.
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LOC CHEQUES PAYMENT - DURING THE PERICD [ 01-04-2017 TO 1B-11-2017 ]
For DDO Code [ SOLO0-615 ]

AS Per Selected Query [ 03. LOC - DDO,5D0, CHEQUEDATE, CHEGUEMUMEBER WISE ] [in Rupees]

17109101
17109102

T o e

N B 7
T s

17109106
17109107

T e
T s

17109110 1 1299272
1709111 1 280273
17109112 1 432432

Key Field Description NA

With this, we come to the end for e-Kosh reports for Departments (HoDs/DDOs).
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Appendix A

A.1 Reference to HP Financial Rules 2009

*

+

+

In this section, for various areas covered under the operational manual, applicable Himachal Pradesh

Financial Rules are listed.
The rule number, along with description can be referred from here, by the user/s for the areas they are

working on.

Details regarding these rules can be found in the Himachal Pradesh Financial Rules, 2009.

Table 14: List of relevant HP Financial Rules 2009

Area Reference Rule no Description
HPFR 2009 08 Constltutlonal authority and Guidelines of Finance Department for
preparation of Budget
HPFR 2009 29 Contents of Budget
HPFR 2009 30 Receipt Estimates
Budget
Preparation
HPFR 2009 31 Expenditure Estimates
HPFR 2009 33 Form of Annual Financial Statements and Demand for Grants
HPFR 2009 34 Acceptance and Inclusion of Estimates
HPFR 2009 36 Communication and Distribution of Grants and Appropriations
HPFR 2009 37 Responsibility for Control of Expenditure
Budget
Execation HPFR 2009 39,41 Surrender of Budget
HPFR 2009 43 Additional allotment for excess expenditure
HPFR 2009 44 Re-appropriation of Funds
HPFR 2009 10 Standards of Financial Propriety
HPFR 2009 11 Expenditure from Public Funds
Payment
Management
HPFR 2009 12 Delegation of Financial Powers
HPFR 2009 13 Provision of Funds for Sanction
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HPFR 2009 14 Responsibility of the Controlling Officer on Budget Allocation
HPFR 2009 17 Procedure for communicating sanctions
HPFR 2009 18 Lapse of Sanctions

HPFR 2009 84 Original Works and Repair Works

HPFR 2009 85 Power to sanction works

HPFR 2009 87 Procedure for Execution of Works

HPFR 2009 88 Payment for Works

HPFR 2009 91 Fundamental principles of public buying
HPFR 2009 92 Authorities competent to purchase Goods
HPFR 2009 93 Powers for procurement of Goods

HPFR 2009 94 Rate Contract

HPFR 2009 95 Registration of Suppliers

HPFR 2009 97 Purchase of Goods without quotation

HPFR 2009 98 Purchase of Goods by the Purchase Committee
HPFR 2009 99 Purchase of Goods directly under rate contract
HPFR 2009 100 Avoiding of Piecemeal purchases

HPFR 2009 101 Purchase of Goods by obtaining Bids

HPFR 2009 102 Advertised Tender System

HPFR 2009 103 Limited Tender System

HPFR 2009 104 Single Tender System

HPFR 2009 105 Maintenance Contract

HPFR 2009 106 Earnest Money

HPFR 2009 107 Performance Security
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HPFR 2009 108 Advance or on account payment to Supplier
HPFR 2009 112-133 Outsourcing of Services and Hiring of Consultancy Services
HPFR 2009 155 Grants in Aid - General
HPFR 2009 156 Audit of Accounts of Grants in Aid
HPFR 2009 157 Utilization Certificate
HPFR 2009 160 General - Loans and Advances
HPFR 2009 161 Powers and procedures for sanction of loans
HPFR 2009 162 Accounts and Control of Loans
HPFR 2009 170 Proposal for addition to establishment
HPFR 2009 171 Transfer of Charge
HPFR 2009 174 Due date of travelling allowance Claim
HPFR 2009 175 Due date of Medical reimbursement claim
HPFR 2009 176 Due date of Leave travel concession claim
HPFR 2009 177 Arrear Claims
HPFR 2009 178 Procedure for dealing with time barred claims
HPFR 2009 179 Retrospective Sanction
HPFR 2009 180 Lapse of Provident Fund Advance and withdrawals
HPFR 2009 181 Due date of a withheld increment
HPFR 2009 188 Contingent and Misc. Expenses - General
HPFR 2009 189 Advances for Contingent and Misc. purposes
Personal HPFR 2009 69 Personal Ledger Account
Ledger
Account HPFR 2009 70 Authority to open Personal Ledger Account
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HPFR 2009 182 Sanctions of Refund of Revenue
Refind of
Revenue
HPFR 2009 183 General procedure for Refund of revenue
HPFR 2009 3 General Pr1nc1ple§ of Financial Management including handling of
Government Receipts
HPFR 2009 4 Rents of Buildings and Rent
Receipt HPFR 2009 6 Fines
Management
HPFR 2009 7 Miscellaneous Demands
8 Remission of Revenue
HPFR 2009
9 Handling of Cash and Recording of transactions connected
HPFR 2009 48 Preparation and presentation of Accounts
HPFR 2009 49 Form of Accounts
HPFR 2009 51 Cash Based Accounting
HPFR 2009 52 Period of Account
HPFR 2009 53 Main Divisions and Structure of Accounts
HPFR 2009 55 Authority to open a new Head of Account
Accounting
HPFR 2009 57 Responsibility of Departmental Officers
HPFR 2009 58 Classification to be recorded by DDOs in all bills and Challans
HPFR 2009 61 Capital or Revenue Expenditure
HPFR 2009 63 Appropriation Accounts
HPFR 2009 64 Finance Accounts
HPFR 2009 65 Presentation of Annual Accounts
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HPFR 2009 140 Physical Verification of Assets and Stores

HPFR 2009 141 Procedure for Physical Verification

HPFR 2009 144 Handing over of Charge of Goods

HPFR 2009 145 Disposal of Goods

HPFR 2009 146-149 Modes of Disposal

HPFR 2009 187 Destruction of records related to accounts-General
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A.2 Reference to HP Treasury Rules 2017

+ In this section, for various areas covered under the operational manual, applicable Himachal Pradesh
Treasury Rules are listed.

+ The rule numbers, along with description can be referred from here, by the user/s for the areas they are
working on.

+ Details regarding these rules can be found in the Himachal Pradesh Treasury Rules, 2017.

Table 15: List of relevant HP Treasury Rules 2017

Area Reference Rule no Description

HPTR 2017 2 Structure of Head of Account in the Budget
HPTR 2017 3 Detail description of HoA under the structure
Budget Execution =~ HPTR 2017 4 All Payments and Receipts will have full HoA
HPTR 2017 5 Departmental Grants will come through e-Vitran only from

HoDs to DDOs

Budget allotted to DDOs will also be populated to DTO/TO

HPTR 2017 11 through eVitran
HPTR 2017 6,9,10,11 Declaration of DDO and attachment to Treasury
HPTR 2017 7 Treasury will allow only DDO to operate HoA as authorized
HPTR 2017 8 1?3121?:)?;1 eilrlilthorize officers serving under him to sign bills on
HPTR 2017 88 General Instruction regarding preparation and Form of bills
HPTR 2017 89 Procedure for issue of Duplicate Bill/Pay Order
HPTR 2017 92-106 Instructions relating to Cheques
Payment
Management
HPTR 2017 107 Maintenance of Bill Register by Head of the Office
HPTR 2017 108 Maintenance of Bill Transit Register
HPTR 2017 109 Generation of Tokens from HPOLTIS
HPTR 2017 112 Specimen Signature of DDO
HPTR 2017 113- 116 Passing of Bills
HPTR 2017 117- 118 Instructions related to e Payments
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HPTR 2017 121 DDOs Role for processing and disbursement of Salary
HPTR 2017 122 DTO/TOs Role for processing and disbursement of Salary
HPTR 2017 123 Registration of Employee in eSalary

HPTR 2017 124 Change of Particulars of employees in eSalary
HPTR 2017 125-126 Changes in Employee Entitlement

HPTR 2017 127-130 Processing of Monthly Salary Bills

HPTR 2017 131-137 Deductions from Salary

HPTR 2017 138-144 NPS Registration, Change, Deduction, etc.
HPTR 2017 145-148 Withdrawal from GPF

HPTR 2017 150 Withdrawal from NPS

HPTR 2017 151-152 Last Pay Certificate

HPTR 2017 166 Periodical Increment Certificate

HPTR 2017 167-169 Arrear Pay and Allowances.

HPTR 2017 170 Transfer TA

HPTR 2017 171- 178 Travelling Allowances

HPTR 2017 179 -180 Medical Reimbursement

HPTR 2017 181-182 Grants in Aid and Scholarship Bill

HPTR 2017 183-195 Contingent Charges Bill

HPTR 2017 197-201 Refund of Revenue

HPTR 2017 203 Sanctions for Refund of Revenue

HPTR 2017 204 Refund for Stamps

HPTR 2017 209 Commission to Registrars

HPTR 2017 211 Preparation of Lapsed Deposit Statement
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HPTR 2017 212 -213 Deposit Repayments
HPTR 2017 214-217 Loans and Advances
HPTR 2017 218-219 Payment of Forest Department
HPTR 2017 220 -227 Payment to PWD and IPH Department
HPTR 2017 230-273 Payment of Pension
HPTR 2017 274 -276 HP GIS 1985
HPTR 2017 311-312 Respon51b111ty Qf Government Officer for Funds placed under
him for expenditure
HPTR 2017 54 PLA to be opened with the permission of FD and AG
Personal Ledger
Account HPTR 2017 55 Authority and purpose to open PLA
HPTR 2017 203 Transactions under PLA
67 Indent of Stamps
68 Registers to be maintained in eStamp Module
Treasury Strong
Room-Stamps HPTR 2017 80 Treasurer's Records
and Valuables
207 Discount on sale of stamps to Vendors
208 Regulation of Stamp Vendors
HPTR 2017 43 Recel'pt through e Challan and payment received through net
banking
HPTR 2017 44 Receipt ‘through e Challan and payment received through
. deposit in bank
Receipt
Management
; Receipts by Government office, issue receipt and subsequent
HPTR 2017 45747 deposit through eChallan
HPTR 2017 48,56-58 PWD Receipts
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HPTR 2017 50 Receipt through Cyber Treasury
HPTR 2017 51 Receipt to Public Account
DTO/TO to ensure correct HoA of receipts in Public Account
HPTR 2017 52 and its Authority
All receipts to be recorded in HP OLTIS and subsequent
53 refund if any has to be made from it.
HPTR 2017
59-60 Forest Remittances
Daily accounts of the Sub Treasury to be included in the
HPTR 2017 5(3) accounts of the District Treasury
Daily payment and receipt scrolls to be sent to respective
HPTR 2017 65 treasury by the bank branches
HPTR 2017 120 DDO to reconcile receipts and payments every month
HPTR 2017 289 Forms for preparation of Treasury Accounts for Receipts and
Payments
. HPTR 2017 290 Classification as per HoA
Accounting
HPTR 2017 201 Transactions related to other states
HPTR 2017 2092-293 Adjustment by Transfer
HPTR 2017 295 Daily accounts at Treasury
HPTR 2017 296 RBD Register
HPTR 2017 2099 Responsibility of DTO/TO for daily accounts at treasury
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