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Master Data Process

Master data in Finance Management Module derived from the Andhra Pradesh Municipal
Accounts Manual and also based on ULB Level requirements, ULB administration provided
with privilege to add certain master data.

Forbetterunderstanding of features and proceduresincorporatedin the Finance module
may be appreciated with the understanding of AP Municipal Accounts Manual.

Major Master Data Information in Finance Management

 Fund

* Function

» Chart of Accounts
» Bank Accounts

* Schemes
e Fund Source
* Recovery

* Account Entity
» User Defined Codes
» Supplier

Create and Manage Funds

Fundsare common for allULBs of AndhraPradesh State. Basedon the actual financialrecords
maintenance qualitatively, fundsare activated acrossall ULBs based on FundsusedinBudget
Estimate. Itisobservedthat Fundbasedfinancialtransactionsrecordingandreporting, isnot
visible in Budget and Manual Accounts of most of ULBs in AP.

The Finance Module facilitates creation and maintenance of multiple funds. However, each
fund should have reasonable quality Opening Balances, Bank Accounts and established
sourcesandexpenditurewiththe Budgetarysupportforcleardemarcationbetweenmultiple
funds.

There are overlapsamong Fund, Scheme and Chart of Accounts for identification of financial

records separately. It would be prudent to establish proper procedures, practices and
capacity building in respect of multiple fund operation at ULB Level.

AP e-Citizen Application 5
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Step 1: Open the Create Fund by clicking on it

Path: Applications>Financials>Masters>Fund>Create Fund
Tip: Type Create Fund in Search Menu

Click on Create Fund Menu Item

Step 2: Enter Details for New Fund

@ Create New Fund

biams # Code ®

Hentifier Llewal ®

Farent Fund L alect . Iznotlea’
Aftive

Name of the Fund as per AP Municipal Accounts Manual to be enteredin Name Field
Fund Code as per AP Municipal Accounts Manual to be entered in Code Field
Identifierisashort code of Fund, which can be left blank. Itisoptional Field
Levelstarts with “0” for Major Fund (top level fund) “0” need to be assigned and
Minor Fund “1” need to be assigned.

There will not be any Parent Fund for “0” Level Fund (Major Fund). For minor Fund
Parent Fund need to be selected from the list.

IsNotleaf should be checked for Major fund for which transactions should not be
posted invouchers.

Active should be checked for posting the transactions or act as parent fund.
After entering the details Press Create Button to Save the Record.

AP e-Citizen Application 6
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Step 3: Open the View Fund by clicking on it

Path: Applications>Financials>Masters>Fund>View Fund
Tip: Type View Fund in Search Menu

* Click on View Fund Menu Item
e Clickon Search Button to list already created funds

SearchFung

Mame Cade

Parang Funsl Telert ] Al

Fund Search Result

MR T 1 1 a faks e
BETHSTRNY HILCTE Fasn) b 1 0 fekse fake:
Lok Fear u 4 i Tt Tkt
Lozl furdd L) 1 <] Famr truar
Ehawing 1 to 4 of £ entries 10 §| recards per page Excwl- POF | Pring -

Step4: Click on any listed fund for detailed view

Fund

Hame Municpal Fund Code "
ideniifier ;| Elewel L]
Parent Fund inotieal fatze
ACtive truec

Clage

e Clickon Close button to go back to Home Screen
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Step 5: Open the Edit Fund by clicking on it

Path: Applications>Financials>Masters>Fund>Edit Fund
Tip: Type Edit Fund in Search Menu

Mame Code o1

Parers Fursd Salec 2 Active B

Fund Search Result

B omiopat Fard & 1 (1] [FT) s

Shesdng 18 1 ol 1 emrie 10 § FECDdS per page excel | r@E vt -

» Enter the Fund Code and Press Search Button to list the to edit
* Click on relevant listed record to edit.

Fund
Marne * Fumnicipal Fund Code * L]
Identifier 1 Llenye| * |

Parent Furd Salect Isnistieal

48

Active

e Modify the informationin the relevant field based on requirements.
* Click on Update button to effect the changes.
e Click on Close button to go back to home screen.
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Create and Manage Functions

Andhra Pradesh ULBs’ activities are similar across the State and these activates are carried
out by the concerned Departments in ULB. Ineach department again multiple activates are
carried out and these actives are grouped as functions. AP Municipal Accounts Manual listed
allthe possible Major, Minorand Detailed Functions which may be useddependingonthe
requirements of ULBs.

Common functions enabled across all ULBs of AP State and the functions shall be managed in
CentralMonitoring Cell based on the requirements for addition, deletion and modification of
functions from the ULBs.

Step 1: Open the Create Function by clicking on it

Path: Applications>Financials>Masters>Function>Create Function
Tip: Type Create Function in Search Menu

Tty S )

W ¥iew Funmion
& Bt Fandvas . .
Clickon Create Functiontoopen

Step 2: Enter Details for New Function

B o

* NameoftheFunctionasper APMunicipalAccountsManualtobeenteredinName
Field

* Function Code as per AP Municipal Accounts Manual to be entered in Code Field

» Levelstartswith “0” for Major Function (top level function) “0” need to be assigned
and Minor Function “1” need to be assigned.

» Activeshould be checked for posting the transactions or act as parent function.

* Therewillnotbe any Parent Functionfor “0” Level Function (Major Function). For
minor Function Parent Function need to be selected from the list.

* Isnotleaf should be checked for Major fund for which transactions should not be
posted invouchers.

» Afterentering the details Press Create Button to Save the Record.

AP e-Citizen Application 9
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Step 3: Open the View Function by clicking on it

Path: Applications>Financials>Masters>Function>View Function
Tip: Type View Function in Search Menu

» Enterpartialorfull valuesin the Search Fields then Click on Search Button to list
already createdfunction

LearchFancticn
Mame Road e
AgTh
Parerd Type Selecr ]
Function Search Result
Simrre z o ® | Baxhe | Faram T
Flexads sred Frssrma = [gf1 ] L L e o ]
Feazdu arad FrEwrTeTs rus Poble Warks
Shessing 4 o 2 of demries 194 | PRCONES pAT page ewcel POF Print .
Step4: Click on any listed function for detailed view
Funciion
Mame Reads and Pavement Lode 2100
Tpe Llzwel 2
ATive rue Isnosiear Tatse
Parent Fund Roads and Pavement

Close

e Click on Close button to go back to Home Screen
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Step 5: Open the Edit Function by clicking on it

Path: Applications>Financials>Masters>Function>Edit Function
Tip: Type Edit Function in Search Menu

SeparchFUACToR
Hame Healm Lode
Arrive
Parent Type Select £

Function Search Result

Prubie Hagich 11 trum Pubks limast
Pronary Fisalth Do T4 fahe Frirrasy rimsith Care
i ity 1 run

Fubie ristich 1 irum it

Frrmgry Haatts Cire 4 fale rgih

* Enter the Function Code and Press Search Button to list the to edit
* Click on relevant listed record to edit.

o T | iowt
i 1

M= Puslifie Health Cestiin = 1100
LIl 3 BETive =)
Parent Type Pubdic Healih i
lsnoieal

l:w

* Modify the information in the relevant field based on requirements.
» Click on Update button to effect the changes.
* Clickon Close button to go back to home screen.

AP e-Citizen Application 11
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Create and Maintain Chart of Accounts

Account head is mandatory for every financial transaction for appropriate classification,
balancingaswellasreporting. Chart of accountsclassifiedinto 3 categories, i.e Major Head,
Minor Head and Detailed Head as per AP Municipal Accounts Manual. The samestructure
created for storing of Chart of Accounts in Finance Module.

The Chart of Accounts are maintained centrally for better control and pass on the best
practices evenly to all ULBs across the State.

Step 1: Open the Create/Modify/View Detailed Code by clicking on it

Path: Applications>Financials>Masters>Chart of Accounts>Detailed Code>Create/Modify/View
Detailed Code

Tip: Type Detailed Code in Search Menu

Step 2: Click on Add New Button

Slonnl
Codda:

o T BT -

Step 3: Enter Details for New Detailed Head

ol a0z 1-Matianalised Ba Aoink Ampay Al

AT Cole*

Coar™

Mame Crscriplion

Ll Bank Account Codes ] ’_;_":":':""”: Lo ﬁﬁrr;,[_l_;;.r:?}r-..’[

[ =1- 1 B | AL

Drawirngfflicer
Employes
FROJECTCODE

Function Boaget

Reguired: REQuired:

ArTres PO

Fosting

» Enter Major Account Head under Parent Account
» Enter last 2 digit detailed head in 2"YBox in Account Code
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» Enter Detailed Head Description in Name Field

» FurtherDescriptionof account canbeenteredin thisfield, normally thiscanbe left
blank.

» Purpose can be selected from the list relevant to the detailed head

e Account Detail Type can be selected for Sub-Ledger purposes. One Detailed head
canhavenone, oneormoreAccountDetail Type. Forassigningmultiple Account
Detail Types, “Ctr” keycanbe pressed andselected required multiple Account Detail
Type from the list.

* Function Required field can be checked for function detail capture.

e BudgetRequired canbe checked forenabling budgetary controls. Normally Budget
Required check box enabled for Revenue Expenditure and Capital Expenditure.

» Active for Posting checked for using the detailed head in vouchers.

» Afterentering the details Press Create Button to Save the Record.

Step 3: Click on Search and View Button
* Enterdetailedaccount head code in Account Code Field then Click on Search and

View Button to display already created Detailed Account

SO0l

23011 e Fired =ap ity f
Code: ;

s | s v | sree IR

AL 201008 BT Fual supply' for Field S veikdas
Code

CiEsCriptian Ty = ypensd

Classilcanon: DOeteiied Codes PurpasE

BIrount Krites Far -

Cietall Type Pong

Funchon p 1] Baidgei ey

ARGyl iad R

» Basedonthebudgetestimate underthedetailed head, Active for posting enabled.
* Click on Close Button to go back to Home Menu
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Step 4: Click on Search and Modify Button

» Enterdetailedaccount head codein Account Code Field thsnipen Clickon
Searchand ModifyButtontodisplayalreadycreatedDetailed Accountfor

modification.
Detailed Chart Of Accounts
e | 2301001-Power Charge |
Code:* - B

ArmntCoce o Hama Prower Charges for Ligt
Dearripnion: Type Exfifa s
Eurpoes: R o Chmmilcerion:  Deisfes Code

contrachar
DEPQSITCORE

Asthad For Account Detal

0 I
Pomng [ <] Type: FavanpOiMies
Ernplopes
PROEECTOODE
Funiman a Bl v
Ruguirict Asjuirad

ﬂ .I_lull.

* Modify the informationin the relevant field based on requirements.
» Click on Save button to effect the changes.
* Clickon Close button to go back to Home Menu
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Create and Maintain Bank Accounts

All Banks existing as on date are to be added to the Bank Master Data in the Finance Module.
Normally ULBs open multiple bank accounts for various purposes. All the Bank accounts with
the ULB need to be entered in Bank Account Master irrespective of operational status of the
account.

Step 1: Open the Create Bank by clicking on it.

Path: Applications>Financials>Masters>Bank Account Setup>Bank>

Create Bank
Tip: Type create Bank in Search Menu

. T;sh u

Step -2: Open the Bank clicking on it.

@ Create Now Hank e |

Wadme * - ataas Ban Of indis Lode™

Motive - L asrabion

* Enter the Bank Name details in relevant field.
» Enter the Code Name in relevant field.

» Enabled the active check box

» Enter the Description in Narration field.

AP e-Citizen Application 15



Finance Management Module User Manual eg

Step 3: Open the View Bank by clicking on it.

Path: Applications>Financials>Masters>Bank Account Setup>Bank>
Viw Bank
Tip: Type View Bank in Search Menu

@ -

Wame state barik of Indiz| Code B502125

AT At BETICR -“

m R c:-t

Bank Search Resulc

Search:
— — e N
HOSEIE A BRI IrOCE
Shosing 0 to 0'cf O =ntries Show ® |=nkries
Pt FOF  Exie PR e

e Enter the Bank Name details in relevant field.
» Enter the Code Name in relevant field.

* Enabled the active check box

» Enter the Description in Narration field

Step 4: Open the Update Bank by clicking on it.
Path: Applications>Financials>Masters>Bank Account Setup>Bank>

Update Bank
Tip: Type Update Bank in Search Menu

AP e-Citizen Application 16
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wiate tan b wf el

Hardk Search Resuk

» User can search with the Bank Name or Code.
» After clicking the search button ,user can see the Bank name in “Bank search Result

13

* For update bank details user has to click on Bank Name.
» Now User can see the below screen.

‘-_\i Update Bank
@

Marme ETATE BAME OF INDI Code ®

Active 1 Mariatoen

e User can update the Bank Details Or Code details.
* Click on Update button to effect the changes.

AP e-Citizen Application 17
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Frardk Saveo Sy i

Fames STATE BANM OF IMDHA Code g

& p 1 Foe Trus Psirrabiah

e User can see the result “ Bank Saved Successfully “.
e Click on Close button to go back to Home Menu.

Step 1: Open the Create/View/ Update the “ Bank Branch “by clicking on it

Path: Applications>Financials>Masters>Bank Account Setup>Bank
Branch.

Tip: Type Create Bank Branch Search Menu

Step 2: Create Bank Branch fallow the below steps.

AP e-Citizen Application 18
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@ Creotes Fdesve Bommk Beoomach

e Enter Branch Name, Branch Code and Address mandatorily

¢ MICR code of the Branch can be entered

» Contact person Name from the Bank can be entered

e Phone number of Bank or Contact person can be entered

» Optionally description of Branch can be entered in Narration field

» Active should be checked to enable the branch for adding bank accounts.
» Clickon Save Bank Account Button to Save Bank Account.

Step 3: View bank branch clicking on it.

Path: Applications>Financials>Masters>Bank Account Setup>Bank
Branch.

Tip: Type View Bank Branch Search Menu

@ Search Bank Branch

AP e-Citizen Application 19
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Eank Branch Search Result

SEarchy;
Cinmaer

Marrafmm
STETR LERE Carer ST G -2
CF [
ITETE LANE 22 Tremiry JoRNTE THE DO CoLLEToR COMTLES Brarce - — 3} repg Cpers ng =0 3 ]
(IF Pirie = CASTY Wi FOL ELLT ACODIP TS S

Farmpg SHSTIA FAOEDH Drmarz Arcoamm
STATE BAlR Fadin Brangny Fel ] FERCE00: Pt STH.FLC ELANTE] Eraree FECTRL I it
iaF PO P Wla g
Showing 1 10 3 of 3 entries Show| 1a- = lenres

Print POE Exced Frovioas . el

* Select the bank name in Drill down
e Click on search button to view the Branch list.

» User can see the list of bank branches, how many they created.

Step 4: Update bank branch clicking on it.

Path: Applications>Financials>Masters>Bank Account Setup>Bank
Branch.
Tip: Type Modify Bank Branch Search Menu.

v
@} Lipdates Rank Bramch
B il

Baryh # STATE BANE OF -
MO T S8 Tresury Branch Cooe T RS
MICA BT ROO2OHT el dress COLLECT IR
n
CERAPLER CHETT
LoOnNLacE PErEais Branon Manager P OEEIEITTIE
BTl
REdrraE o Croarating Bo P AL o] -

Arcrirets ol
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Frarsk Guaven Sacrsaedy) iy

Pl STATE BLAFE CIF FRIDHMA

e | e Irauss Pdsirraticaii

» Select the bank Name in relevant field.

* Modify the information in the relevant field based on requirements.
* Click on Update button to effect the changes.

* Click on close button to go back to home screen.

Step 1: Create bank Account clicking on it.

Path: Applications>Financials>Masters>Bank Account Setup>Bank
Account.
Tip: Type Create Bank Account Search Menu

AP e-Citizen Application 21
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Step 2: Enter the details for create new Bank account.

@ Create Mew BRank Account

oL Ty == ) - Dr=airgHinn

Fay TO | A Ty i

» Select Bank branch in relevant field.

» User should be entered the Account number in relevant field.

e User should be select the Fund in drop down list.

» User should be select the Account type and Usage type in drop down list.
e Active should be checked to enable the adding bank account.

» Click on create bank account button to save bank account.

Step 3: Enter the details for view bank account.

» Select the bank name in relevant field.

» User can be selected the branch name if he needs branch wise account details.
AP e-Citizen Application 22
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» User can be selected the bank account number wise.
* Click on close button to go back to home screen.

HBank Acrount Gearch Resuh

LT — T e T ECHETAMISNT S MH bt
r ] Lo 1
4 —
== - T, =1 [er Reyeey ' 3 =l = denae Pt
v [ B ] = ]
= i
L A = e oy A _—ur ' ——nw =
- s [ g }ar framas
(LS = - AL Py i e
- [t v - FATE:
b =
= % e = T Oy, AR
i o -
=

ey | fodsf § eniten a1 eEEE | ror | s e .

» After entering the details click on search button to list the bank accounts for view.

Step 4: Enter the details for Modify bank account.

.""'\.r
tnl-f Searrh Bark Srruam
-

== |’ ETHIE B OF il M Eave Brani) anBia

ST M

#
et Tepe [ — " i b
Fidy T g Ty i .
CINP

Bank Account Ssarch Rl

R g

= . Fa TUATT Rl O e r— — di ¥ 1= v e e T
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Select the bank name in relevant field.
Select the bank branch and bank account.

Click on search button, user can be seen the list of bank accounts for edit.

Click on relevant listed to record to edit.

F
@ Update Bank Account . |

Bank Branch * STATE BAMK OF | +
AT Bt = tOR2GIEIRT Fund * Municlips! Fufid L
ACCouT Typee ® Calern - Crasri LG TOFERAT
Py To Usage Tyjea * RECEIRTS. PAYIE

ACHve

* Modify the information In the relevant filed based on the requirement.
e Click on the update button to effect the changes.
* Click on close button to go back to home screen.

Step 1: Create Add /Modify Cheque and View Cheque clicking on it.

Path: Applications>Financials>Masters>Bank Account Setup>Bank
Account Cheque>Add/Modify Cheque.
Tip: Type Create Add /Modify Cheque Search Menu.
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Step 2: Enter the details for Add/ Modify Cheque.

e

Financial Manzgeneni
TP

AT e

m“ e

» Select the Fund, Bank, Account Number and financial Year mandatorily.

» After clicking on Add/Modify button, User can be seen the below screen.

i@' Finanrul Managerent

P * TTATE SR OF B P et ” K = e b

S0l W L tRESEIES Fuma WhaotiLaida Fus-d

fxiisrg Chanpas Oeiah

Harrev il | “Telhl He | Fiewwld | AW
Flawn | g Lo U Al iy ]

e User must be entered “ From Cheque number and To cheque number “.

» User has to be selected the Received date.

» Select the Department name in Departments list.

» Select the Financial Year in drop down list.

» After entering all Mandatory fields, click on “ Click to add new cheque “ Button.
Cheque series will be added.

e Press Save button to Save the new added cheque details.

* Click on close button to go back to home page.
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Step 3: Enter the details for View Cheque.

Path: Applications>Financials>Masters>Bank Account Set up>Bank
Account Cheque>View Cheque.
Tip: Type View Cheque Search Menu.
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» Select the Fund, Bank, Account Number and financial Year mandatorily.

» After clicking on View Cheque button, User can be seen the above screen, what
cheque numbers added.

e Click on close button to go back to home page.
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Create and Manage Schemes

Normally ULBs get scheme support from Central and State Governments with specific
purpose of utilization as well as set of guidelines to follow the implementation of schemes.
The common requirement to ULBs across all Schemes are submission of Utilization Certificate.
Finance module supports tracking of scheme funds, receipts and utilization by attaching
scheme code to the financial transaction.

Step 1: Open the Create Scheme by clicking on it

Path: Applications>Financials>Masters>Scheme and Sub Scheme>Create Scheme
Tip: Type Create Scheme in Search Menu

Step 2: Enter Details for New Scheme Details

Scheme Cooe Srherme Name

Firil
Lf S —Gplart—
LSl P
Aucsiviped Fund

£t Ciadd

ST Daare

CenTripton

» EnterScheme Code and Scheme Name Mandatorily

» Select appropriate fund from the list to fill Fund

» Active check box enabled to use the new scheme

» Startand End datesof schemes to be entered based on the Scheme Guidelines.
e Optionally additional details of the Scheme can be entered in Description filed.
» Afterentering the details Press Save Button to Save the Record.
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Step 3: Open the View Scheme by clicking on it

Path: Applications>Financials>Masters>Scheme and Sub Scheme>View Scheme

Tip: Type View Scheme in Search Menu

» Select fund and Click on Search Button to list already created scheme
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Step4: Click on relevant listed scheme for detailed view
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e Clickon Close button togoback to Home Screen
Step 5: Open the Edit Scheme by clickingon it

Path: Applications>Financials>Masters>Scheme and Sub Scheme>Edit Scheme
Tip: Type Edit Scheme in Search Menu
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» Enterthe Fund Code and Press Search Button to list the schemes to edit
* Click on relevant listed record to edit.
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* Modify the informationin the relevant field based on requirements.
» Click on Modify button to effect the changes.
* Click on Close button to go back to home screen.
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Create and Manage Sub-Schemes

Components in the Schemes can be categorized and captured in the system using the Sub-
Scheme Masters. In the e-Citizen applications Sub-Scheme is optional and the Sub-Scheme
master screens provided to brining possible further bifurcation to the schemes.

Step 1: Open the Create Sub Scheme by clicking on it
Path: Applications>Financials>Masters>Scheme and Sub Scheme>Create Sub Scheme

Tip: Type Create Sub Scheme in Search Menu
Step 2: Enter Details for New Sub Scheme Details
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» Select Scheme from the list for which Sub Scheme to be created.

* Enter Sub Scheme Name and Sub Scheme Code

» Active check box enabled to use the new scheme

» Startand End dates of schemes to be entered based on the Scheme Guidelines.
e Optionally additional details of the sub Scheme can be entered infields.

» Afterentering the details Press Save Button to Save the Record.

Step 3: Open the View Sub Scheme by clicking on it

Path: Applications>Financials>Masters>Scheme and Sub Scheme>View Sub Scheme
Tip: Type View Sub Scheme in Search Menu
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» Select fund and Click on Search Button to list already created sub scheme
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Step4: Click on relevant listed Sub Scheme for detailed view

Wimvw Sl Scheimis

i Barsir Seraicmy for Lirben Foar

vaid Fram * pwnanmn . Y

b A
Pl Esnman
Amg

Coungi Loan
Progagal Dand

Counal Adimian
Eanatiorad Dane

GOWEr e Loan
Proeatal Dot

Gowerprmem; Admn
Sareticn Duie

Chigs

e Click on Close button to go back to Home Screen
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Step 5: Open the Edit Sub Scheme by clicking on it

Path: Applications>Financials>Masters>Scheme and Sub Scheme>Edit Sub Scheme
Tip: Type Edit Sub Scheme in Search Menu

* Enter the Fund Code and Press Search Button to list the Sub Schemes to edit
* Click on relevant listed record to edit.
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e Modify the information in the relevant field based on requirements.
e Click on Save button to effect the changes.
* Click on Close button to go back to home screen.
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Create and Manage Fund Source

ULBhasgot multiple sourcesof fundssuchasOwn Funds, LoanFundsand Grant Funds. To
track the fund source for developmental activity, this Master data will be useful.

Step 1: Open the Create Fund Source by clicking on it

Path: Applications>Financials>Masters>Fund Source>Create Fund source
Tip: Type Create Fund source in Search Menu

Step 2: Enter Details for New Fund Source Details

Lot @ Sl

» Enter Fund Source Code and Fund Source Name Mandatorily
» Active check box enabled to use the new Fund Source

» Afterentering the details Press Create Button to Save the Record.
Step 3: Open the View Fund source by clicking on it
Path: Applications>Financials>Masters>Fund Source>View Fund source

Tip: Type View Fund source in Search Menu
e Clickon Search Button to list already created scheme

Fiund Source Search Resulr
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Step4: Click on relevant listed Fund Source for detailed view

Coan ] Sama Chmer BOUTDEE
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Tl

» Clickon Close button to go back to Home Screen
Step 5: Open the Edit Fund Source by clickingonit
Path: Applications>Financials>Masters>Fund Source>Edit Fundsource

Tip 1: Type Edit Fundsource in Search Menu
Tip 2: As it is not frequently used it need not be added to favorites.

P

b4 \] Edit Fundsource

Cooe = o1 Marre = g SELFERS

A rtive

* Modify the information in the relevant field based on requirements.
» Click on Modify button to effect the changes.
e Click on Close button to go back to home screen.
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Create and Manage Recoveries

Whiledoingthetransactions, severalwithholdingsaswellascollectionof Service Tax, Library
Cessetc., takesplaceinULBs. These withholdings aswellas collection of Service tax, Library
Cess need to be paid to the concerned authorities timely and accurately to ensure proper
compliances. Tohandle these transactionsRecoveriesheads mastercanbe utilized.
Step 1: Open the Create Recovery by clicking on it

Path: Applications>Financials>Masters>Recovery>CreateRecovery
Tip 1: Type Create Recovery in Search Menu

Step 2: Enter Details for New Scheme Details

Ricovery Code Reroneny Mame
Applied Te - a ALEGUTT e = %l -
Bank Laan Atnie
Rermitted To # F5C Code
Arcoint Mumiber Desrriptian

» Enter GL Code as Recovery Code and Recovery Description in Recovery Name

* Select appropriate value from the list in Applied to field.

» Basedontheappliedtofiledvalue account code gets listed and select therelevant
GL Code.

» Iftherecoveryinthe nature of Bank Loan Service then check box need to be
enabled.

» Active check box enabled to use the Recovery

* Remitted to details to be entered for defaulting in payment voucher.

» Optionally additional details of the recovery can be enteredin Optional fields.

» Afterentering the details Press Create Button to Save the Record.

Step 3: Open the View Recovery by clicking on it

Path: Applications>Financials>Masters>Recovery>View Recovery
Tip: Type View Recovery in Search Menu
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e Select Account and Click on Search Button to list already created Recovery

Search Recovery

AU Code 3503025 - TOS Ffram Co S

e

Recovery Search Result
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Step4: Click on relevant listed Recovery for detailed view

e

Recovery

Recovery Code 3502025 Recovery Mame TDS From Contractors

Subledger Type ol ac bor Apeaunt Code 3502035 - TDS from
Cantractors

Remited To Yourself, Afc IFSC Code

Acount amber AcTive brue

Description Bank

Clpse

e Click on Close button to go back to Home Screen
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Step 5: Open the Edit Recovery by clicking on it
Path: Applications>Financials>Masters>Recovery>EditRecovery

Tip: Type Edit Recovery in Search Menu

Leaich Recovery

Acroant Code 3502052 - VAT vorks ©

£ o

Recovery Search Result
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» Enterthe Account Code and Press Search Button to list the Recovery to edit
» Clickonrelevant listed record to edit.

Recovery

Recovery Code A502063 Recovery VAT Narks Cantra
Mame *

Applizd To * Coestractor Accolnt 3502052 - VATMOr &

-k

Cope =

Bankloan [ Acthe @
Remited To = Yourcelf Afc IFSC Code
Account Kumber Degcripthon

* Modify the informationin the relevant field based on requirements.
* Click on Update button to effect the changes.
* Click on Close button to go back to home screen.
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Create and Manage Account Entity

Accounting Entity used for gathering additional information to attached Detailed Account
Headin Chartof Account. Defined and active Account Entity values gets listed in CoA for user
to enable. These Account Entities act similar to Sub-Ledger Functionality.

Step 1: Open the Add Account Entity by clicking on it

Path: Applications>Financials>Masters>Account Entity>Add Account Entity
Tip: Type Add Account Entity in Search Menu

Step 2: Enter Details for New Account Entity

THSITIE F —Sag i

» Enter Name and Description of Account Entity Mandatorily
» Active check box enabled to use the new Account Entity

» Afterentering the details Press Create Button to Save the Record.
Step 3: Open the View Account Entity by clicking on it
Path: Applications>Financials>Masters>Account Entity>View Account Entity

Tip: Type View Account Entity in Search Menu
* Clickon Search Button to list already created Account Entity

AccourtEntity Search Result
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Step4: Click on relevant listed Account Entity for detailed view
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e Clickon Close button togo back to Home Screen
Step5: OpentheEdit AccountEntitybyclickingonit

Account Entity Editoptionnot providedtoenduser.

Create and Manage User Defined Codes

User Defined Codesare Subsidiary Ledger Level master datatoadd to the GL Codes (Detailed
Heads) in transactions where Account Entity Activated. The values added in User Defined
Codesgets populatedin transactionalscreensto facilitate user toselectrelevant value from
the list.

Step 1: Open the Create New User Defined Code by clicking on it

Path: Applications>Financials>Masters>User Defined Codes>Add User Defined Code
Tip: Type Add User Defined Code in Search Menu

Step 2: Enter Details for New User Defined Code Details

At
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» Select appropriate account detail type from the list.
» Enter User Defined Code Name and Code Mandatorily.
e Optionally add additional details of User Defined Code in Narration Field.
» Active check box enabled to use the new User Defined Code
» Afterentering the details Press Save Button to Save the Record.
Step 3: Open the View User Defined Code by clicking on it

Path: Applications>Financials>Masters>User Defined Codes>View User Defined Code
Tip: Type View User Defined Code in Search Menu

» SelectAccountdetailtypeandClickonSearchButtontolistalready createduser
defined codes
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Step4: Click on relevant listed User Defined Codes for detailed view

AZIRLIAE QEEE Dype Telepkane Marme Compaiter Secticn
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Code 1234567850 Marratian

ALlve frug

» Click on Close button to go back to Home Screen
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Step 5: Open the Edit User Defined Codes by clicking on it

Path: Applications>Financials>Masters>User Defined Codes>Edit User Defined Code
Tip: Type Edit User Defined Code in Search Menu

& e cleiaill pppe Teamhone E ol hig}

Cope ® 17% T Flsrrasics

* Modify the information in the relevant field based on requirements.
* Click on update button to effect the changes.
* Click on Close button to go back to home screen.

Create and Manage Suppliers

Suppliers of various items on regular basis or one-time shall be added to Supplier Master to
generate Supplier Subsidiary Ledger.

Step 1: Open the Create Scheme by clicking on it

Path: Applications>Financials>Masters>Supplier>Add Supplier
Tip: Type Add Supplier in Search Men
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Step 2: Enter Details for New Supplier Details

Code ® Same *
Siciremas BAchide Murmher
Emanl SoErass M raslnsan
MDA PAN MumDer
TiH W umiber Aegerradon kumper
Anrs SiabagT L] sk Ao

IESC Cide

» Enter Supplier Code and Name Mandatorily

» Optionally additional details of the Supplier can be entered in other fileds.
e Active check box enabled to use the new Supplier

» Afterentering the details Press Save Button to Save the Record

Step 3: Open the View Supplier by clicking on it

Path: Applications>Financials>Masters>Supplier>View Supplier
Tip: Type View Supplier in Search Menu

» Clickon Search Button to list already created supplier

Supplier Search Result
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Step4: Click on relevant listed Supplier for detailed view

i

Cade KMC198 MHame Recoveries Payabies
Address EhAC M obike Murmbar
Ermail aBdlress Marration
Acthve true Pk Mumber
TIM Wliiereer
Regictraticsn Mumber Bank dccalnt
IFeC Code Eank
Cloge

* Clickon Close button to go back to Home Screen

Step 5: Open the Edit Supplier by clicking on it
Path: Applications>Financials>Masters>Supplier>EditSupplier
Tip: Type Edit Supplier in Search Menu

Code = P Lo e | higane Becoveres Payable
Arjeirass KA rleile B by
Ernall address Marration
A tive PN Mumber
TIM Momber Registraton Mumber
Banik CRiEeT B Bark Account
IFSC Code

Update |l

* Modify the informationin the relevant field based on requirements.
» Click on Modify button to effect the changes.
e Click on Close button to go back to home screen.
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Budgeting

Budget is the essential and pre-requisite for spending from Funds of ULB in a Financial Year.
Periodicalreview against thebudgetandactualhastobetakenuptounderstand the progress
and implementation of Budgets. Though budget is vital pre-requirement of actual
transactionsof ULBs, transaction level budget availability checks were notinplace. Keeping
the importance of budgetary control and monitoring, unified system for Budget and Actuals
is beingimplemented.

Budget upload in to the Financial Management Module is one of the critical activity in
implementation.

Upload Budget

Standard templet provided for easy upload of datainto finance module. Budget and
Account structure comprises of

 Fund

* Department
e Function

e Account

Following are the detailed process to upload the Budget
Step 1: Download Templet for preparation of Budget Upload file
Path: Applications>Financials>Budgeting>Upload Budget

Step 2: Click on Upload Budget Menu Item

Covim

Step 3 : Click on Download Templet

Step 4: Open Downloaded Excel Budget Templet File
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Step 5: Fill the ULB Budget Information in the Budget Templet
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» Enter Name of Municipality

» PreparerequiredinformationwithFundCode, Department Code, FunctionCode,
CoA, RBE, BEandPlanning Percentage based on Approved budget of ULB.

» CopyandPasteSpecial---Valuesfrom ULBbudget excelfile preparedintheidentical
columns in A5.

» PlanningPercentage facilitateincrease or decrease from the Budget allocationin
utilization. Example: Planning Percentage 120% allow system to pass budget up to
20% extra.

* Filemust besavedas .xls file for uploading the budget

Step 6: Upload the saved file from Choose File option.
Step7: Clickon Upload Budget Button to get the internal validation before uploading the

data. Once successful in validation budget records gets created in Financial Module for
Approval.

Approve Budget
Budget approval can be completedin following 2 simple steps
Step 1: Click on Approve Uploaded Budget in menu

Path: Applications>Financials>Budgeting>Approve Uploaded Budget

Budge = Ealai u Rifarsmes
el

Step2: Select RBE Financial Year and Click on Approve Button to get the budget approved.
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Budget Search

Uploadedbudget is made available for searching in various combinations such as Nature,
Department, and Budget Type.

Step 1: Click on Search Budget Menu Item

Path: Applications>Financials>Budgeting>Approve Uploaded Budget

Budget Searnc
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Step 2: Select relevant search criteria to list the budget details
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Step 3: Click on the listed budget for display of CoA level details.
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Budget Appropriation

Appropriation budget within the CoA can be carried out by transferring surplus budget
allocation to deficit budget account

Step 1: Click on Budget Addition Add/Release to effect the changes to approved budget

Path:Applications>Financials>Budgeting>Budget Addition Appropriation>Add/Release

» Select Financial Year

» Select BE or RBE for appropriation

» Select ExecutingDepartment

e Enter Date for appropriation

» Enter details for appropriation in comments field

* Enter CoA, Function and Fund

e Click on Get Actual to populate Budget and Actual figures
» Fillanticipated expenditure during the balance period of Financial year
» Select addition or deduction in change request

» Fill Addition of Funds Sought in Rupees

» Presssave button to save the changes to the budget.
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Transactions Data Process

Budget is the source for actual transactions process in ULBs. In normal process all the
Revenues, Expenditures, Loans, Advancesand Depositsneed tobe estimatedwhile preparing
the budget for the next financial year. The budget supposed to be prepared Fund,
DepartmentandFunctionwiseundereachheadofaccountestimatedfinancialvalue.

As part of implementation of budget actual transactions shall take place and use the same
Fund, Department, Function and Detailed Head of Account for recording Actual financial
transactions against the budget.

All revenue transaction automatically gets posted as vouchers in Finance Management
Module from implemented Revenue Module and Non-Tax Revenue Module. Works bills
information automatically made available which need tobe manually Bill Voucher createdin
Financial Management Module for further process. Other than work bills all other bills shall
be captured using Expenditure Bill Screen by the concerned departments.

General accounting entries processed using the Journal Voucher in Finance Management
Module. Inter Bank account fund transfer entries passed using Bank Fund transfer voucher.

Expenditure
Expenditure data Flow from Works Management Module where Measurement Recording is

mandatory. For expenditure other than works shall be directly captured in Finance
Management Module using Expense Bill.

Bill Register

Bill Register maintains all Expense Bills of ULBs across all Spending Departments. This bill
registerexcludes Works Bills. Billsenteredin Bill Register get createdas Expense Vouchersin
Finance Management Module.

Create Expense Bill

ExpenseBill can be entered by the ULB department user to place electronic bill for approval,
voucher creation and consequent payment.

Step1: Create Expense Bill by clicking on it
Path: Applications>Financials>Transactions>Expenditures>Bill Register>Create ExpenseBill

AP e-Citizen Application 49



Finance Management Module User Manual es

Step 2: Enter the details of Expense Bill

Eapmenin i

ey Dy i s mearren

Ll s

Varid Wil Vubed 1

o e 1 AR T |

VemTam i Ty aome mm pre=s

—— -y Sy T S p—— - rr—- = P

=

bl G g [ e Ears Dt i
bl e Sl B &l P
Paarky” F P P Pasty 75 sons et
s bR
o - L] i a
e L S (= ot
m— T T B ] o
[ -] it vk i Pk EE

i rececn i

* EnterBill Date, Fund, Department, and Function mandatorily.

e Optionallynarrationcanbeentered. TounderstandtheExpenseBillincorrect
perspective, user shall enter narration about the transaction subject, administrative
sanction reference, work order reference etc.

* Sub Ledger Type and Bill Type must be selected from the list.

» BasedonSubLedger Typerelevant Sub Ledger Code need to be selected to auto fill
Pay ToName

e Optionally Party Bill No and Bill Date can be entered.

» Expenditure Account and Deduction Accounts with amount to be entered.

» Budgetmustbeavailable forentered Fund, Department, Functionand Expenditure
Account Head combination.

¢ Relevant Sub Ledger GL account also needs to be entered.

e Clickondonetodone toget the Accountingand Sub Ledger Details auto filled.
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Step 3: Validate the Account Heads and amounts

i

i L] LR i, ] P B CL a o

buga-ir 8i

L o om B
i e oy fpcilied o " 1 i i
B Py ref S e ——— e r——] —— e

B ] L

* Select“Yes” forall4itemsinthe CheckList. Ifitis “No” then correct the deficiency
and proceed.

Step 5: Click on Approval Information Tab

Fuger=yr HE

Al AEEE
Jamrwr D METET i s Saprma U —— s me - e ey - AST_I0H_1
OO R I

= -

* Fillnextreviewerof ExpenseBilland Enterappropriate remarks. Clickon Forward

Step 6: Following message displayed for successful bill creation

Lagroni b 0 orialman i rmnelal aral Rl eonim @ oA veri 0 wieitoie 17
Frrg Ty R £ P e S A RS T
Rl e meaiad e 0 ARl RO | LU T Rlnomy

Cheid  PEdl Peveeh

e Click on Print Preview to Generate Bill
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Step7: FollowingBill gets generated which can be printed and placed in Physical Fileand
signed.

EXPENSE BILL
Sama of Parfy | & Prematatha S Yumber; ADMENRIMNRI1E17
Party Bill Mumber : APL- 1354 Bl Data: OGE042040
Darty 8il Dase DED NG Fund: Municinal Fund
Funchon Gorernl Admmistration
5l Ho. Account Code Aocount Description Sub Ledger Deebit Ris. Credit Rs.
1 2203001 Travelng bn lanc AX0000 La0
2 350002 Contraciors Payobles Cuon 313600
=] 3502025 TDE fram Cartractors cantraciar oaoo 5400
ek 2200.00 320000
Marration:  Expansss Incurrsd towards Travel Expensas to attend training programme on eMunicipal Module Implamentation and
Reportng in Goruntla, Gunbus.
Bill iz in order. Sanclion & accorded for Re.3200.00/-(Rupees Three Thousand Two Huncred Only ]
Genorated by K. Mshammed Junoed Checked by Approved By
Cate 1B0EHIE Date Daie

Bill Verification User

Step 1: Login with Bill Verification User Credentials.

Step 2: Forwarded Bill gets displayed in Work List.

Warklist finarh

crdichl O Fedy At - il o aDEl P -] L1}
Serpprm dpmam g By =g

HAL L Do E Pl PPy ot o et baypiig k

S 1 i@ 1 of | -ETINES T T P g .

» Relevant Bill Transaction Should be opened by clicking in the row.
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Step 3: Expense Bill Gets displayed, which can be reviewed.

R

Step 4: Enter Final Approval Details

s L

e EnterRemarksforapproval and Click on Forward Button to move the transaction to
next level

Bill has been forwarded to S.Ravindra Babu (Commissioner)

Close Print Preview

* Click on Close Button to close the window.
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Bill Final Approval User

ual

Step1: Loginwith FinalBill Approval User Credentials.

Step 2: Open therelevant Bill for approval.

Workbst
ﬁ-l._u--l.:ﬂ W b apgiieenl i W vl i WA

e o | fander | Mo W
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| TR e T 8 & Chporwes iy e

T dih daah LEEEEE T T TR | SR E, e

Shssd i T oo ot 6 preien

bmares
Sarehe 1 i “.
| B | Py
|
Eaarrined of Ao gwmn. Ao Bl ATRETDE TR T
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END- Bl Tl 8 T B4 T
ErvamSevmrar T o doore s CaE 25 -EL D, S marmsia,
||||||||| - bﬂ.l-mlﬂ-l"nﬁ' D BT Ak AT
ERD - R RN R AT 511
A Ak A e (] - G O e, o ARa i era
wipraL s Mg Bl AL B B

B il e’ Sage

T el L
- i el = farn i
a
Fomt Wporrmen Fome
T E AT r
[ T i A
— R L e L et TR
————
Bt b e M Sk LLCICH T
AL = - e

Armroer farrarin

» Enter the remarks if any and click on Approve Button

Thie Fle has hesn approved

Cirse Pl P

e Click on Print Preview to View
e Click on Close Button to Close

AP e-Citizen Application

the Bill Report.
the Window.
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AP TRAINING
EXPENSE BILL

sama of Fary |

A Premmataiha

Sl Mumnbor;

ADMIEI 240201897

Party Bill Mumbor : APL-1254 Bl Davia: aG042010

Darty Sl Daze DEDYI0IG Fund Municioal Fund

Function Gororal Admmistration

5l Ha. Account Codo Mooount Description Sub Lodger Debit Ris_ Credit Rs.
! 2203001 Travedng bn lanc 320000 Doo
2 A531002 Contraciors Payobles 0o JAEN0
d 3602025 T35 fram Comracton contraciar naoo 4d 00
T 3200.00 3200400

Marration:

Expensss Incumrsd towards Travel Expensas to attend training programme on eMunicipal Module Implementation. and
Raporting in Gorundla, Gunbur.

Bill is in order. Sanclion = accorded for Re. 3200.00/-(Rupees Three Thousand Two Hundred Only )

Genoraied by

K. Makammed funoed

Checked by

Lt Rarmachardra Boddy

Approved By

Date

1B0EI01E

Date

1B0E/301E

Dade

View Expense Bill

Path: Applications>Financials>Transactions>Expenditures>Bill Register>View Expense Bill

Enpaind inzia Type

=il Dy From
Eiand *
DlepaTmenl
=1 BT

s

Ex poi e

Wtimopial Fiued )

-y

Bl Dzt T

m le

e Enter the details and click on Search Button

toremove - Bill Number should come first. If Bill No entered all other fields must be made

optional.

AP e-Citizen Application
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to remove - Done Button and line should be removed in view bill

AP e-Citizen Application
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Bills Accounting

Every Bill Transaction gets posted in to the Financial Management Module only on creation
of Voucher. Userneed notenterentire details of Bill, onselection of relevantBill for creation
of Voucheralltheaccounting datagetsautomatically filled and user can confirm the details.

Create Voucher

Step 1: Open Create Voucher
Path: Applications>Financials>Transactions>Expenditures>Bill Accounting>Create Voucher

Step 2: Enter details and click on Search Button

Create Vouesher Fram Bl

B Type Experse & DeporyTen: ADMVETRATION %
Froer Dt AT AT Ta Dt IRMmATT R
iR Mot

| 1 AIFVER RZAIZIE T DEDU6E EAO0LO0 22000 Expiirea ADRMETRATED N

Step 3: Click on Bill Number to Generate Bill Voucher

o 1P TTTR

P = o
TR T e M L
[P Favd e Py e

* Optionally modify the Voucher Date if required
» Enter Comments and Bill Verification/Pre-Audit details in Approval work flow
» Enterremarks and click on Forward button to create voucher and forward
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LI e Bl s el 1 e R e Parmmieel I -6 PLSEL T S SR LT o A

Bill Voucher Verification User

Step 4: Open the Voucher from Work list

2aaitli

Wkl
A SRR s R Pl K Mphgrrrewd | peynd Enprhar lmmll.'-l'wllrw“ Lt o] FERIE ST -1 0
Fmatien v o B 0 Mg | PR
T s LT T Pt H Wphgrymed  prapd Fuprhar Appgrh oy Bppevend - R e ¥ PR RS O o ﬂ
W o B S e | Pl
Shrasieg 100 3 off L eraris THE dRiDis gl i e .

Step 4: Enter Final Verification/Pre-Audit authority in workflow.

Finae b B e B PIEERE HRA E  TT Ci EYRLET
i e bkl

AT IRy

S

BN ADNECEHE

Adimand Dol i
L] s

[E TR o LT Py
el .

Sammm i mm |ETIL ]
e e 1 2 EE] T TR L]

EE ] EEX L
Mli:irm
[~ — EEE—— e~
dpyraifnpn

Mg e Do [P ] e B ] i | CSTEy P By - AST_NC 1
A L s 0 Wt T L 4
e

C=En -

* Enterremarks and click on Forward Button.

LI A DT L 0 B [Thp ey BES). b I T uyiy e B RS 1

Foa —n

Bill Voucher Verification User (2" Level)
Step 5: Open Voucher for final verification/pre-audit pass orders

Warklisz Eam
Tk & | S & Rt | e L. ™1 & sy i,
iy T i i 0 ) P b s Wi dlrani Rovrase 3 biima @ dppriaed LA PN DRI TATA CTNA1T o
Do pae ! Ao e e el pand g
Drevarg 1 iz 12l 1 méra IR TR PR g .
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Step 6: Enter Voucher Approving Authority

i b B e Bl IR IR T TT [H] EVELETH
e L ]
AT AR,
Sk EE
e U T ]
"
Pl Lo Tl
Bl o I 0 LT T T g Tk
Camm temm RIS T Fearn G L] m
e M s Vi EEEY LT ]
£ X G

Cmraty
[~ e af s -
dpyr | e

A D W AT TR FREF L e (TR damur i Baad Bl ~ W " i T |

ST ST [ S —

ey -

» Enterremarks and Forward for voucher approval after pass orders.

= i fu by e i o beren e e Corrmmes

P P (4

Bill Voucher Final Approving User
Step 7: Open Bill Voucher for final approval

Wiarklls Eranch
e H- W mnprree b i W e By e aadentasanen

it =4 B | hammer B mmiure ot e 3 | Faur ¥ Deany L]

URTRLATHE BT O s barvdrs Tk Foochay Essrereer 2! Ao dgpered TP T ST -1 =
K e AT g

e e R R LE PSS B B Enpmprpay £ Eemrereayr o Mrcouris Sgorrend L Eauh b LR b ]
i ko A Dl kg

AR S R Ersee el Pl Fupen Rl Fie - Fra TP il i}

HLTHRSATIE 1009 KA BELTELT M Valewess e SimarmeT Er b O Ap TRHC-NTTE-IL, [ Sy o
Ly porwp dpprrssl Faresng Bz frrdop, g b s ipe

PRI BT 0 M T rarvan ey Fouchar EhG- BN AL RS TNTE 5-5 '.',b

SEA LG R e PR AL Rworod foby ROy R R Ao O L L A el - s TR, e e s, o
Sgnuuss Pasdrg Pl Buhl Mage:

Thawing | 1oLl B ariries TN PREDOFRE [T A .
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Step 8: Approval the Bill Voucher

p e e ipgrepsl

B b i o PPPETERCEA IO H T [E] TELIE [}
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Bt el iy
[ e

B o Al i b
ke p= T
Pyl

T Vi vl i S
| VTEsrm (e
== Voo i b e
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K e g e e
B R L |

ALt ST

e Enter remarks and click on Approve Button

o
L]
e s

AP TRAINING
EXPENSE JOURNAL VOUCHER
Cecatrmm A0 WRI R TRAT A Toucher Marca: VsV R P i 17
Fond:  Municeal Fund Do i) i ira
i TN Link Plef
Pumclins Cocda Cich Arcourd Descrigiion 5L Bahik Bu Eredl s
Mepe | Mo
i K oy .00
e T s |Trmsmbing b lamel
i o o8 00
G".'I ; 1503008 [VES fom Cofruciors. [ANEOTL Prarralate
1 .00 .m0
Sringad 15200 | inmclons Maysbian
Yol kP 1m0 oo
Marralan:

Bill Payment

Step 1: Open Bill Payment

AP e-Citizen Application
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Path: Applications>Financials>Transactions>Expenditures>Payments>BillPayment

Step 2: Enter details to Search Approved and Unpaid bills for payment.
Tip: Ensure to provide possible details to fetch less than 500 Bills for Better Performance

Step 3: Click on the relevant Bill tab for generating the Payment

miEEd mnmE i g & e B

* ClickonSelect Check Box for which Payment is proposed to be made
e Click on Cheque Radio Button
* ClickonGeneratePaymentButton

Step 4: Enter Payment Details

P Tl

e o

» EnterPaymentDetails, Approval Detailsand Remarks. Clickon Forward Button
Step 5: Confirmation of Payment Voucher Generation
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BANK PAYMENT VOUCHER
BEY Mumbar: {EIVOI0I0T1aN420 1 1T Bark Mama: STATE BANK OF INDIA-5BY Tresury Branch
Kurnoal

Date : 0704/2046 Bank Account Na: 344010206002

Bill Humbar : ADMIENSII 001817 Chegua Date:

LinkiType Ha: EADIGIIZ2T42016-17

Party Name : A Premataiha

Chegue No:

Harration: Beirg Travel Expenses Bif Voucher Paid as per approved Bil Voucher Mo ADMEIVI24 0201817

Amount: Aupees Three Thousard One Hundred Thirgy Six Only

&l Department Account Code Sub Ledger Debit (Rs) Credil |Bs)

Hao

1 ADMINESTRATION AE01002 3600 0an
2 ADMINESTRATION 4513106 GO0 113600

Total 3138.00 3136.00

Prepared by: W.Mchammad Junced Cheocked by: Approved by:

Date: 180062010 Datbe: Datbe:

Print Save as PDF Save as Excel

Step 6: Payment Voucher Confirmation (15t Authority/ 15t Cheque Signing Authority)

AP e-Citizen Application
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Step 7: Payment Voucher Final Approving User (Cheque Signatory)
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Direct Bank Payment

AP e-Citizen Application
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€9

Bank Chargesorotherdirectdebitsinthe bankstatementshallbe accountedusing the Direct
Bank Payment Voucher Screen.

Step 1: Open Direct Bank Payment
Path: Applications>Financials>Transactions>Expenditures>Payments>DirectBank Payment

* Fillall the details and forward for approval in workflow.

AP e-Citizen Application
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Cheque Assignment

Manualwritten Cheque duly signed by the competent authorityisrequired torecord the
cheque number and cheque date in the system. Cheque number assignment has to be
completed before issue of cheque to the beneficiary.

Step 1: Open Cheque Assignment
Path: Applications>Financials>Transactions>Expenditures>Payments>Cheque Assignment

Cheguan As EIRMON Saanir

i sTSTE el ordamie
WRDE (LA LT
From Chata T
Fapmeni
10X s e Corriol lari Crissuse AL TR
Py -
Feeg
B Type Faparme
Furm * Mureopai Fard 3
Ceparimesi ~Thataa i
Functor i Tl ¥
F. - a B £
ATEERO SrRTE SANEOF NORAH Tuy S Ko e o e e S B0 -STATE Bk CF RO S
Biwnh* [rd ot
Fe-aaign
ot okt

Capmpee

» Enter the relevant details and click on search button

AQERQAPENO.  LBPWTRMLIUBINIE  sedangs EILION  BO1E-ET MR
< B

] 1 [rp—

LV P O DN DD O 10 18-

| T Sersamhe Bsa 17

Lo Trla k] ] FINP1100 3I0a8-L7 A LB T

Degque bmued From® | AD00UNTS

» Select Cheque Issue Department

» Select the Payment Voucher

e Enter Cheque Number and Enter Cheque Date
» Click on Assign Cheque Button
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Fapmn Bari Vadr Cile Chaiain My liad [ P i 1k L
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RTGS Assignment

Step 1: Open RTGS Assignment
Path: Applications>Financials>Transactions>Expenditures>Payments>RTGSAssignment

Wil Bprrpni Hngrrh

B b
5 L e TS 8 Ly T B n
R ST B S——
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Surrender Cheque Assignment

Step 1: Open Surrender Cheque Assignment
Path: Applications>Financials>Transactions>Expenditures>Payments>Surrender Cheque

Assignment
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Surrender RTGS Assignment
Step 1: Open Surrender Cheque Assignment

Path: Applications>Financials>Transactions>Expenditures>Payments>Surrender RTGS
Assignment

Journal Voucher

Create Journal Voucher

Step 1: Open Create Journal Voucher
Path: Applications>Financials>Transactions>Journal Vouchers>Create Journal Voucher
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* Enterallrelevantdetails and Click on Forward Button for Approval Workflow

Contra Entries

Bank to Bank Transfer
Step 1: Open Bank to Bank Transfer
Path: Applications>Financials>Transactions>Contra Entries>Bank to Bank Transfer
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» Enterall the required details and click on Save Button.
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Bank Reconciliation

Manual Reconciliation

Step 1: Open Manual Reconciliation
Path: Applications>Financials>Transactions>Bank Reconciliation>Reconcile with Bank-
Manual

Manual Baak Recontilkatian

Bk ® STATE Babjid OF iy ] Eranch * EBi Treswey Sranch. Kurnod §
e T 45071 D6-BA4ET N 0L Recnrcitation Date * e

Barl Slabarrmnt Fram Daka = (iR Tr 1] B Staba st To Duada * MTHEOHE

Chegque! FDVETES Mo | | L reaifs By L]

m e g m

(oo [ St ] o

Un Reconciled Totals

SR S e

Cheque/DD/Cash Payments 53171130.00
Cheque/DOVCash Hecelpes 4]
RTGS Payments 0
Other Receipts 0
8RS Entry o
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Unrecanciled tems

Vi Munde Craqus Numis Teigue Daw Wrosraibes vy Date

| TRERN AN B b i HeGTe PagTHBIL S 1TH0E
DENR

[ sacote | com

Reconciliation completed successfully

O

Un Reconciled Totals

S e e

Cheque/DOvCash Payments 0
Cheque/DOvCash Receiprs 4]
TGS Paymients 0
Other Receipts i
8RS Entry a

Reconciliation completed successfully

Upload Bank Statement

Step 1: Open Auto Reconcile-Statement Upload

Path: Applications>Financials>Transactions>Bank Reconciliation>Auto Reconcile-
Statement Upload
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Details

1. First row should contain name of the Bank
2. Second row should be blank
3. Third row should contain the account number between Account No : and -(Hyphen)

4. Fourth row should be empty
5. Fifth row should contain Bank statement from date and to date in the format did

..mm..yyyy
6. Sixth row should be empty

7. Seventh row should be empty

8. Eighth row should contain heading in the mentioned order

9. Ninth row should contain data.

Data is as followed

a. Sino should be first column

b.txn date should be in dotted format dd.mm.yyyy

c. Type will show type of transaction. CLG —cheque ,TRF —Payment

d. Narration column contains 'Paid to' in cheque

f. cheque :no column will contain 6 digit cheque number

g. Debit/Credit amounts. Receipts will be credit and payments will be debit

h. Balance is the Running balance of bank account
I. CSL No. . Banks E-statement will not show it is CSL. User should identify the CSL and
add the CSL number from e-Citizen system

INDIAN OVERSEAS BANK
Account No : 000000000001 - REVENUE PAYMENTS

Statement of Account From : 01-04-2015 To : 31-03-2016

S.

N Cheque CSL
o Txn Dt Narration Type No Debit Credit Balance No

1 | 03.04.2015 NEELA CLG 434531 256168 6,64,44,082.54

2 | 03.04.2015 SB 3879 CLG 433814 3.34E+07 6,63,90,082.54

3 | 03.04.2015 4161 CLG 434913 33863 6,63,56,219.54

4 | 03.04.2015 192 CLG 433736 22325 6,63,33,894.54

5 | 03.04.2015 135 CLG 433480 4462 6,63,29,432.54

Auto Reconcile
Step 1: Open Reconcile Upload Statement

Path: Applications>Financials>Transactions>Bank Reconciliation>Reconcile Upload
Statement

Bank Transactions without Accounting Vouchers

Step 1: Open Bank Statement Entries-Not in Bank Book
Path: Applications>Financials>Transactions>Bank Reconciliation>Bank Statement Entries
Not in Bank Book
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BRS Summary

Step 1: Open Reconciliation Summary Report
Path: Applications>Financials>Transactions>Bank Reconciliation>Reconciliation Summary

Report
decondills
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LEg Oy Treprunred i [op o tid, Bl nor chepaed
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Tha Bank but not socourhoed For Bank Sooi:
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=TT

B

Bank Sistement Baksnoe®

= -

Vouchers Maintenance

Cancel Bills
Step 1: Open Cancel Bills

Path: Applications>Financials>Transactions>Cancel Bills

Bl i
Froe bars 0GR
Deparimen —Chome— =
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Cancel Vouchers

Step 1: Open Cancel Vouchers

Path: Applications>Financials>Transactions>CancelVouchers
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View Vouchers
Step 1: Open View Vouchers

Capplwnm v Spgni

Path: Applications>Financials>Transactions>ViewVouchers
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Bilf Payment View
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Deductions

Remittance Recovery

Create Remittance Recovery
Step 1: Open Create Remittance Recovery

Path: Applications>Financials>Deductions>Remittance Recovery>Create Remittance
Recovery

Beimitlarce Recoivery

Renvuary Codia * 1500305 i

i el o D6 Eadimman Ti-lnte SIS [ meey
Fund * R kst Fared

Depastment ENGINEERIRE *

PR | Pubic Works Function £
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Recovery Cheque Assighment

Step 1: Open Recovery Cheque Assignment

Path: Applications>Financials>Deductions>Remittance Recovery>Recovery Cheque
Assignment

L Femeyuais l".'\_'\.-.;l;l:"'.' Sngrch
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Period End Activity

Opening Balance Entry

Path: Applications>Financials> Period End Activities > Opening Balance Entry

Financisd Year H1H-1T A Dinpartment® ACCOUMTS N
Fund® Mdnkeipad Fund s Function® 0301 - Finarsse and Ac 2

Ty | hasat ¥
Mo Mead Calaet s P ek Seinat :
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Transfer Closing Balance

Path: Applications>Financials> Period End Activities >Transfer Closing Balance

Transfer Chosing Salance

Financad Year ® ril L
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Path: Applications>Financials> Period End Activities > Close Period
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earcn Linsed Fersoo
Firwncial Year 2014-15
Closed Peric
Financial Yaar 2014-15 & Clase Pariod a

Financial Year

Create Financial Year

Path: Applications>Financials>Period End Activities >Financial Year>CreateFinancial Year
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Finandal Year Masier

Francial Year * 201718 Brtive For Posting

Starcng Date®  pimazniT fncngDate® 31oa0016

vl Par lod MNaens Stariirig Dues Eritfirig Crabs
miNng 2077 FDEZ0TE Agd
Crente Chome

FinancialYear
Financial ¥ear 2718 Starong Date 010042017
Encing Dabe EffELeLi F ArThwe T
Al For Posting Talse Chage Purhed Talse

IsTransferClogirg2alance false
Fesral Period Mame St Cunm Enting Date

1T8 it ? ERIHE bl

View Financial Year

Path: Applications>Financials> Period End Activities > Financial Year> View Financial Year
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Search Financial Year

Fnencsl Year 201798 ¥

Financial Year Search Result
Vel Ynar B iy Date W Bty Chikw T ALl Attty Foi Pidwg & | Choss Perl ? A limmfmTneegiilsine ¥
Fooahl | FI DD PO E TEAHI-Y] o306 me L 11 b
Showing 1 o § of 1 emries b0 P rRCOrdS R page Excel | POF Pring .

Financial¥ear

Financial Year 2017-18 Starfing Date 0142017
Ending Date Fa3ma Artive Erue
Actie For Posting falze Close Paging falce

leTranslarCingingBala Fakse
nCe

Flecal Period Narms

agyig 0042017 3N/032018

Edit Financial Year

Path: Applications>Financials> Period End Activities > Financial Year>Edit Financial Year

cearch Financial ¥ear

Financial vear | 201 5_11 ;
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Search Mnancial Year

Firamcal Year
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Reports

Financial Statements

Income and Expenditure Statement

Path: Applications>Financials> Reports > Financial Statements >Income and Expenditure

Statement
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Balance Sheet

Path: Applications>Financials> Reports > Financial Statements > Balance Sheet
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Accounting Reports

Trial Balance

Path: Applications>Financials> Reports > Accounting Reports >Trial Balance
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General Ledger
Path: Applications>Financials> Reports > Accounting Reports >General Ledger
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Opening Balance Repart
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Completed Bill Register
Path: Applications>Financials> Reports > MIS Reports > Completed Bill Register
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Voucher Status Report
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Path: Applications>Financials>Reports>MIS Reports>Bank Advice for RTGS Payment
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RTGS Register Report
Path: Applications>Financials>Reports>MIS Reports>RTGS Register Report
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Budget Appropriation Register

Budget appropriation register can be called as Budget Watch Register. Inthis budget
allocationsmade foreachtransactiongets postedand available balance calculated.

Path: Applications>Financials>Reports>Budget Reports>Budget Appropriation Register
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» SelectDepartment, Budget Head, Functionand Fund forwhich Budget Appropriation
Register Report to generate

» Select the appropriate date for the report

* Click on Submit button to Generate the Report
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» Report can be exported to Excel or PDF file.
Budget Variance Report
Actual utilization and realization against the budget can be generated as Budget Variance
Report at any given point of time. The report will allow functionary to review the
performance and initiate corrective measures to improve the performance and meet the

Budgeted Outcome.

Path: Applications>Financials>Reports>Budget Reports>Budget Variance Report
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» Budget Variance report can be exported to Excel and PDF format.

Budget Upload Report

Budget upload report can be generated after uploading the budget information to validate
theuploadedinformation. Once approved the budget uploaded date thenthose records
excluded from the report. Budget uploaded with pending approval status only displayed in
the report.
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Path: Applications>Financials>Reports>Budget Reports>Budget Upload Report
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Select Revised Budget Estimate (RE) from the list

Select Fund from the list

Optionally provide Department and Function from the list
Press Search Button to display the uploaded budget details.

Budget Upload Report Result
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» Aftercarefulvalidation of uploadedinformation budget can be approved.

Remittance Reports

Administration and monitoring of Deductions and Recovery Remittance is one of the
important financial transactions to ensure timely compliances as well as avoid penal
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provisions. Therearetworeportsdeployedforgatheringdeductioninformationandensuring
remittance as well as monitoring.

Deduction Detailed Report

Deduction Detailed Report provides party and bill wise deduction and its status of
remittance.

Path: Applications>Financials>Reports>Remittance Report>Deduction Detailed Report
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» Select the Recovery Code from the list

» Select fund from the List

e Enter from date and As On Date for Deduction Remittance Summary

e Optionally Department and Party Name can be entered

* ClickonSlowalreadyremittedrecordscheckboxfordisplayof remittedtransactions
» Click on Search on display the Report

* Information can be exported in Excel and PDF formats.
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Deduction Summary Report

Deduction Summary Report provides Deduction Head wise summary details of detections
and remittances made.

Path: Applications>Financials>Reports>Remittance Report>Deduction Remittance
Summary

Deductions remitlance SUmMmary
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Deductions remtance summary for 3502125 a5 on 11062016
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» Select the Recovery Code from the list

» Select fund from the List

e Enter from date and As On Date for Deduction Remittance Summary
e Optionally Department and Party Name can be entered

e Click on Search on display the Report

* Information can be exported in Excel and PDF formats.
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