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Disclaimer 

The information contained in this user manual is provided solely for informational and guidance 

purposes only. Each e-DDO module user should, conduct his/her own independent investigations 

and analysis and is free to check the accuracy, reliability and completeness of the information in 

this document. Finance Data Center, Directorate of Treasuries, Pension and Entitlements, 

Department of Finance, Govt. of Uttarakhand shall incur no liability under any law, statute,  

rules or  regulations  as  to  the  accuracy,  reliability  or completeness of information contained 

in this user manual. Users are advised to refer relevant Government Orders, Financial 

Handbooks, and Budget Manuals etc. before making any payment through the system. In case 

any inaccuracies are spotted, users of this manual are requested to inform Finance Data Center 

by shooting an email to treasury-dir-uk@gmail.com. 
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1. Introduction 

The DDO User Manual contains all essential information for the users of e-DDO module so that 
they can make full use of the IFMS software.  This manual includes a description of the system 
functions and capabilities, contingencies and alternate modes of operation, and step-by-step 
procedures for system access and use.  For better understanding of the users, graphics has 
been used wherever possible in this manual.   

1.1 Purpose of this document 

This document is a generic user guide document for using IFMS software and has all the 
details regarding IFMS software which is helpful for DDO users. It provides guidance to assist 
the respective DDOs in fulfilling their day to day financial obligations. It is also useful 
background reading for anyone involved in monitoring of the IFMS Software. This document 
expresses all the working of the software in very simple manner, so that whosoever goes 
through this piece of document finds it interesting and convenient to work with the software. 

1.2 Scope 

IFMS software caters to the financial requirements of all the departments of Uttarakhand. 
Different users like secretaries, heads of departments, treasuries, drawing and disbursing 
officers, autonomous organizations and employees make use of the system as per their needs 
and obligations. This user manual is intended to be used by drawing and disbursing officers 
and their respective operators and supervisors. Separate user manuals are being prepared for 
other set of users like employees, treasury officials, HoDs, Secretaries, PLA users etc. 

1.3 Organization of DDO User Manual 

DDO user manual has been organized to include brief description of DDO and their roles and 
responsibilities, features of IFMS software, operating instructions, step by step guide for 
working on different components of the e-DDO module and Help-desk and Support facility 
for the users in case of difficulties. 

1.4 Points of Contact 

To help the users working on IFMS software, Finance Data Center operates a help line number 
08899890000, which may be used by the users for their queries and issues. Users may 
contact help-desk officials anytime between 9 AM to 8 PM during weekdays (i.e. Monday to 
Saturday) and between 10 PM to 6 PM during holidays. 

2. Overview of e-DDO module 

As per clause 47G of financial handbook volume 5 Part 1, unless the Government in the 
Finance Department have expressly authorized it in the case of any specified office no 
payment may be made on a voucher or order signed by a clerk instead of by the head of an 
office, although in the absence of the latter the clerk may be in the habit of signing letters 
for him. Therefore, Drawing and disbursing officer (DDO) is any head of office who has been 
declared so by the Government.  The head of an office may authorize any gazetted 
Government servant serving under him to sign a bill, vouchers, or order for him, 
communicating the name and the specimen signature of the Government servant to the  
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Treasury. This will not, however, relieve the head of the office in any way of his responsibility 
for the accuracy of the bill or for the disposal of the money received in payment. DDO’s duty 
is to draw bills and make payment on behalf of the State government. There are more than 
4500 DDOs in the state who are using this module for making all type of Government bills and 
receiving budgets distributed to them online. Earlier the pay bills were made and paid by the 
treasuries on behalf of the DDOs. DDOs were only expected to provide the change statements 
of the month to the respective treasuries. Now, as per the new system, DDOs are not only 
required to prepare the change statement but also required to enter all the pay related 
information related to employees like their leaves, deductions etc. in the system. They are 
also supposed to generate the inner sheet and check it before submitting it to their 
respective treasuries. Treasuries work on the information provided by the DDOs. This manual 
will help all the DDO users to enter and process the employee claims, salary, bills and also 
generate various reports like BM4, BM5, 24G, 26Q etc.  

IFMS Software has following main features: 

1. Browser Compatible Application 

2. Single Login for multiple roles- ADHAAR/Mob No/Emp No 

3. Three Tier System (Operator/Supervisor/DDO) 

4. Scanning of documents at each stage 

5. Online Application for Leave, Loan, Advances 

6. Workflow based system 

3. Instructions 

3.1 General instructions 

IFMS is web-based software; hence it can be accessed using web browser. Following are some 
of the prerequisites to have best experience of working on the IFMS software: 

1. Computer System – Desktop/Laptop 

2. Operating system – Windows 7/8/10/ 

3. Browser – Chrome Version 79.0.3945.117 (Official Build) (64-bit) 

4. Connectivity – 2 mbps and more 

3.2 User id and Password 

To work on IFMS software the user needs to have an active user id and password. User id, in 
IFMS software, is employee code/mobile number/Aadhar number of the employee. User needs 
to change his/her default password after login. Password gets expired every 3 months; 
therefore to protect his account in IFMS user is advised to change his/her password regularly. 
In case the employee forgets his password then he/she may reset it using forgot password link 
provided on the home page of the IFMS software. To reset the password, user must know 
his/her employee code and mobile number. In case user has forgotten his/her mobile number 
or employee code then he/she must contact his DDO to get it. DDOs have been given access  

https://cts.uk.gov.in/
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to their employee’s data in employee master. The password gets locked after 5 unsuccessful 
attempts. In such cases user should contact finance data center with application with their 
signature and corresponding id proof for resetting the password. 

3.3 Single Sign On 

IFMS provides single sign on facility which means any employee of Government of Uttarakhand 
may login using his/her employee code and all his/her roles gets reflected on his dashboard. 
He/ She do not require a new id, in case of change in his/her role.  

3.4 Automatic handling of change of role and place 

Transfers and promotions are routine in Government organizations, therefore to make the 
working on IFMS smooth, all the roles of the employees have been mapped with user’s user 
ids. On transfer LPC is issued, once the LPC is accepted in new department, respective DDOs 
(in case of operator and supervisors)/treasuries (for officers) can assign the roles by mapping 
roles to their user ids and transferred employee can start working on the IFMS software in no 
time. Treasury officers need to contact Finance Data Center for making changes in their 
roles. 

3.5 Cyber Security 

IFMS is a web-based application hence exposed to Phishing/Vishing and other kind of cyber 
threats. Therefore, users are advised to use good antivirus software in their PC and never 
share their password over the email, WhatsApp, sms or over the phone. User is solely 
responsible for misuse of their user id’s and password.  

4. Description and Steps 

4.1. How to access the IFMS Software 

IFMS software can be accessed by using URL https://cts.uk.gov.in/. Any internet browser (i.e. 
Chrome, Internet Explorer, Firefox, etc.) can be used for operating the software but it works 
well in Chrome version 79.0.3945.117 (Official Build) (64-bit) or higher. Login page of IFMS 
appears as shown below: 

 

Fig-001 

https://cts.uk.gov.in/
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4.2 Logging-onto the Web Application 

To log-in, user needs to enter the Login id, password, captcha and click on the “Login” 
button. The login ID and password will be provided to the users by the Finance Data Centre. 

 

 
 

 

 

 

 

 

 

 

 

Fig-002 

4.3 Access rights (roles) 

There are four types of access rights (roles) in IFMS:  
 
1. Employee: This tab is available for all the Uttarakhand state government employees, 
working under various departments. Employees can claim for entitlements like leave and 
claim, and can also check their service details and claim reports using this tab.  
 
2.Operator: This tab is available only to the employees whom the DDO of the department 
assigns the permission of operator. Operator can generate all kinds of bills (i.e. vendor, other 
party, along with bills related to employees claim, pension paper, budget demand, surrender 
and also work related to income tax. 

3. Supervisor: This tab is available only to the employee whom the DDO of the department 
assigns the permission of supervisor. Bills passed by operator are only pushed to officer when 
the supervisor approves it.  

4. Officer: Officer can create operator and supervisor through Admin button provided to 
him/her. Officer has the power to approve and disapprove bills created by operator, only 
when the officer approves the bill, bill is passed to treasury for payment. 

4.4 Components of e-DDO Module 

E-DDO module has following 10 components: 

 

https://cts.uk.gov.in/
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1. Payroll: Payroll Management deals with the aspects of employee’s personal details, salary, 
allowances, deductions, gross pay, net pay and generation of pay-slips.  

2. HRMS: This module will be used by employees for submission of their all type of leaves 
application, claims and advances. The head of the department/head of the office will 
approve and sanction employee’s leave, claim and advances online. It also contains service 
book module which includes all service records and service history of the employee. Through 
this module Employees may see their service book and records anytime. 

3. Bills: Bill module covers the payment related accounting details which includes generation 
of Bills, various reports, and schedules for payments related handling of Uttarakhand state. 

4. Entitlements: This module is used to process the GIS claims of the employee. Various 
forms to be filled, claim listing, schedules of payments using e-payment are provided in the 
system. 

5.Pension: All type of pensions shall be made through this module online. Preparation of 
pension papers, calculation of pension, gratuity and commutation shall be generated by head 
of the office/DDO and submitted to pension sanction authority through this module online. 

6. Budget: Budget module helps for planning the estimates of future expenses and revenues 
based on projected plans and activities of the state. 

7. Income Tax: This module deals with income tax returns of the employees. System shall 
have various forms to be filled by employees.  

8. MIS: This module provides us with various kinds of reports that are essential for tracking 
the status of payments. 

9.Approval: All the bills, pension paper or change statements goes through the process of 

approval from initial level to higher level(i.e. from operator͢͢͢͢͢͢͢͢͢supervisor→officer)is done by 

approval module. 

4.4.1. Payroll Module 

Payroll Management deals with the aspects of employee’s personal details, salary, 
allowances, deductions, gross pay, net pay and generation of pay-slips.  

Data portal consist of total 8 sub modules, Employee master, bulk transaction, Loan Data, 
Absentee, Suspension Data, LPC, supplementary salary and reports. 

4.4.1.1 Employee Master 

Employee master serves a useful tool to capture personal details of employees which may be 
used for different purposes in different modules. It consists of 7 different sections. It also 
serves a useful tool of data capture for salary processing. Fields like GPF deduction amount, 
NPS deduction, and different type of allowances are captured in this module. 

Let us learn how a DDO operator can process the salary of employees working in his office. 
Following are execution steps involved in salary processing:  
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Execution steps for processing salary:  Click on Payroll →Data→Employee Master →choose yes 

or no in create new employee→update the information in the form→Save→change statement is 

generated →Approve change statement at all the3 level ->Submit to Treasury  

Below is step by step guide for salary processing by DDO operator: 

1.Click on employee master as shown in the figure below: 

 

Fig-003 

System directs the user to new page as shown in the figure below. User needs to choose 
create employee master with respect to new employee as ‘yes’ for new employees and ‘no’ 
for existing employee. In case of existing employee user has to enter employee code of the 
employee and click on get button, detail of the employee will be shown on the screen as 
shown in following image (Fig-004). All the fields have been made editable so that the 
operator can make changes in the data as per the requirement. 

Tab 1.Personal Details: this feature allows user to input data of new employee and also 
allows us to make amendment of any personal details of employees working in the 
organization (fields in this screens are appointment order no. ,appointment order date, name 
of employee (in English and in Hindi) ,gender, category, blood group, marital status, adhar 
card, mobile no, email-Id, PAN no, service quota, disability, controlling officer ) 

 

Fig-004 

https://cts.uk.gov.in/
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Tab 2.Address: this feature allows user to input and update the address of the employee both 
present as well as permanent one. 

 

Fig-005 

Tab 3. Family Details: this feature allows user to input or amend the details of family 
member those who are dependent on the employee (fields in this screen relation with the 
employee, name, Date of birth, Aadhar card, marital status, PAN no, Mobile no. ), we can 
input detail of more than one family member as well. 

 

Fig-006 
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Tab 4. Nominee Details: this feature allows user to grant the percentage of amount that is 
payable to the family member in case of any casualty with the employee (fields are GIS, 
Gratuity, GPF, LTA, Family Pension, Pension Nominee, Successor, commutation). 

 

Fig-007 

Tab 5. Employee Information: this feature further expands the data of employee working in 
the organization, features like employee type, employment type, designation, office, district 
of posting, posting location, grant no, scheme, voted/charged, Date of Birth, Date of Joining, 
Date of Retirement, Education Qualification, Pran/ Gpf No. , Bank Details (Bank Name, IFSC 
Code, Account no, Branch Name, Savings/current). 

 

Fig-008 
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Tab 6. Salary: This is one of the most important feature under payroll as it determines the 
pay and allowances that is payable to the employee, and operator can input all the details of 
the new employee at the time of appointment as per the appointment orders and can make 
any changes as needed.  

Different fields of this screen are pay commission, pay scale, basic pay, special pay, pay 
status, increment due, stop increment, DA, DP, NPA, HRA, Hill Allowance, Border Allowance, 
GIS, GPF, HRR, Health Smart Status, Vehicle Recovery. 

 

Fig-009 

Tab 7. Upload Docs: this feature allows us to upload the scanned documents of the employee 
in the various fields listed as employee image, appointment order, education qualification, 
address proof, medical certificate, police verification, disability certificate and reservation 
certificate. 

 

 

Fig-010 
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4.4.1.2. Bulk Transaction 

Bulk transaction allows us to make changes regarding deduction or payment in the salary of 
the month of the individual employees; bulk transaction is categorized into 4 parts temporary 
payments (i.e. payment for that month), temporary deductions (i.e. deduction for that 
month), permanent payment, and permanent deductions. Payments include pay arrear, HRA, 
Hill Allowance, Border Allowance, DA Arrear, handicap allowance, newspaper allowances, 
transport allowance, washing allowance, vehicle allowance, family planning allowance 
whereas deduction part includes GPF, HRR, Health Smart, Income Tax, Govt. vehicle 
recovery, Recovery under RTI, Pay recovery, DA Arrear Recovery. All DDO operator are 
supposed to do is choose the required field and insert the employee code of the employee 
whose changes are to be made and add any another employee code for the same field if 
required and save. 

The changes made by operator are reflected in the salary once we process the pay and 
further we can check in the inner sheet of the month. The changes that were made is 
presented in the form of change statement in the approval section which is further generated 
and pushed to the Officer level.  

Step 1.Working with bulk transaction: user can access bulk transaction as shown in the 
image below: 

 

Fig-011 

Step 2.User can select the type of payment or recovery as shown in the image below: 
 

 

Fig-012 
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Step 3. User can select the transaction head as shown in the image below: 

 

Fig-013 

Step 4.Enter employee code on the row given below. For the entered employee code, name 
of the employee appears on the screen along with designation. If the deduction or payment 
was made in the previous month, it is also visible under the column named current data. User 
needs to enter the amount to be given or to be deducted in the current month under amount 
column. To enter details for more employees click on add row button. Once all the entries 
have been made user needs to click on the save button to save all the data entered through 
this screen. 
 

 

Fig-014 

5. After the data gets successfully saved, a pop up message of success gets generated on the 
screen as shown below: 

 

https://cts.uk.gov.in/


19 

                  

 
 

Integrated Financial Management System ( https://cts.uk.gov.in )                                            
  Back 

19 

DDO User Manual 
Fig-015 

 

4.4.1.3. Loan Details 

Loan related details of the employees can be entered through loan data option available 
under payroll module. This feature shows the breakdown of loan amount to be deducted 
monthly for approved loans and advances to employees. It deals with the loans regarding GPF 
advance, House building advance and House building interest etc. Any employee who has 
already taken loan are shown in this section with the details of their loan amount, loan paid 
till date, total instalments and paid instalments. Operator can input the details of loan taken 
by any employee of his establishment by entering in the fields like employee code, employee 
name, loan type, loan amount, loan paid, total instalments, loan instalments and paid 
instalments . Let us see what are different steps involved in this. 

Step 1: User can access loan data as shown in the image below: 

 

Fig-016 

Step 2: User is directed to the page as shown below: 
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Fig-017 

 

Step 3: User should enter the fields like employee code, choose loan type, and enter loan 

amount, loan paid, and instalments→click on save button, as shown in the image below: 

 

Fig-018 

Step 4: Pop up message of success is generated on the screen on clicking save button as 
shown below: 

 

Fig-019 

Step 5: User can view the detail that was saved earlier, as shown below: 
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      Fig-020 

 

4.4.1.4. Leave Details 

In this field operator has to input the details of leave that the employee has taken by 
entering the employee code, leave month, leave types and number of days. To fill up the 
details, please follow following steps: 

Step 1: Click on absentee tab as shown below: 

 

Fig-021 

Step 2: User will be directed to the new page as shown in the image below: 

 

Fig-022 
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Step 3: After entering employee code, name of the employee appears on the screen, select 
leave month, select leave type, enter number of days and finally click on save button, as 
shown in the image below: 

 

Fig-023 

 

Step 4: On clicking save button, pop up message of success is generated on the screen as 
shown below: 

 

Fig-024 

4.4.1.5 Suspension Data 

If employee gets suspended due to any reason, the salary gets reduced to the tune of order 
passed by the appointing authority’ssuspension data option of Payroll facilitates the DDO 
operator to deduct the salary of the suspended employee in one of the following proportions 
i.e. 1/2 of the salary, 2/3rdofthe salary or 3/4thofthe salary as applicable. Please follow below 
steps to enter details of suspended employee. 

Step 1: User can access the suspension data as shown below: 
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Fig-025 

Step 2:  User is directed to new page as shown in the image as shown below: 

 

Fig-026 

 

Step 3: Fill in the fields like employee code, select suspension category, enter start date 
given in the page, as shown in the figure below: 

 

Fig-027 

Step 4: Pop up message of successfully updating of the data is generated on the screen as 
shown in the image below: 
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Fig-028 

4.4.1.6. Create Society 

If any employee wants to deduct any amount from his salary other than the standard 
deductions, the operator can create a society under payroll so that when the salary is 
processed the said amount gets automatically deducted for that employee.  

Steps for creating society are shown in the figures attached below: 

 

Fig-029 

 

Step 1: On clicking create society tab, user will be directed to new page as shown in the 
image below: 

 

Fig-030 

Step 2: Fill in all the required fields like description, bank details, and account name as 
shown in the image below: 
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Fig-031 

Step 3: click on save button provided on the screen, popup message of success is generated 
on the screen and a new row adds up with the details of society that was earlier filled, as 
shown in the image below: 

 

Fig-032 

 

4.4.1.7. Pay process 

This option under payroll captures all the data required for generation and processing of 
salary and displays the inner sheet of the current as well as previous months.  

Following are the steps to be followed after entering all the details mentioned above for 
processing the salary of the employees:  

Execution steps:  Click on pay process→Print Inner sheet→Approve change statement at all 

the3 levels→Submit to Treasury 

https://cts.uk.gov.in/
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Step 1:User can access to the pay process menu as shown below in the figure below: 
 

 

Fig-033 

Step 2: User is directed to new page, and is prompted to select month (of which the salary is 
to be processed), office (that is the department name) and scheme code (from where the 
budget is to be drawn) as shown in the figure below: 

Step 2.1.select month: 

 

Fig-034 

 

Step 2.2: Select office: 
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Fig-035 

Step 2.3. Select scheme code: 

 

Fig-036 

Step 3: Click on process button, shown on the screen as below: 

 

Fig-037 
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Step 4: Pop up message of successful generation of salary is generated on the screen as 
shown below: 

 

Fig-038 

Step 5: Printing of inner sheet: once the salary is successfully generated user can access the 
inner sheet which contains the descriptive list of employee’s salaries, 

Step 5.1.Click on print inner sheet menu  

Step 5.2.Select month 

Step 5.3. Click on inner sheet button that is provided with the batch id 

 

Fig-039 
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Step 5.4. Pop up message is generated on the screen that allows the user to download the 
inner sheet. User can access the printed copy of the inner sheet. The inner sheet generated 
looks like the figure shown below: 

 

Fig-040 

After all the details related to payroll have been entered through the payroll, change 
statement containing all these changes needs to be approved using the approval model. 
Change statement approval has been described in approval section. Click here to see how 
change statement has to be approved? 

4.4.1.8. Supplementary Salary 

Due to any reason if any employee was not paid his/her regular salary for any particular 
month then his salary for that month can be processed in the form of supplementary salary. 
Under this any other form of pay like arrears, extra pay, LTA etc can also be processed using 
manual salary option. Let us see how manual and supplementary salary can be processed. 

1. Manual Salary: This option is used topaythe arrear (including 7th pay commission arrear), 
ACP, Extra Pay, LTA and Honorarium and salary for any period before March 2019. Important 
field in this mode of payment are payment head, payment amount, deduction head, 
deduction amount and grant. Following are execution steps for working on manual salary: 

Execution steps:  Click on Payroll→supplementary salary→manual salary →fill required field 

→process→upload document→generate bill →approvals→bills →Approve the bill at all the 3 

level→Submit to Treasury  
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Step 1.User can access manual salary as shown below: 

 

Fig-041 

Step 2.User is directed to new page as shown below: 

 

Fig-042 

User should fill in all the fields and select salary for as shown in Fig-042. 

Step 3. Select period from and to, as shown in the image Fig-043: 

 

Fig-043 
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Step 4. Enter employee code of the employee whom the arrear is to be given, name of the 
employee appears on the screen with additional add on screen: 

 

Fig-044 

Step 5. Select payment and deduction head and enter amount to be give or deduct, as shown 
in the image below: 

 

Fig-045 

Step 6. Select budget from where the amount is to be drawn, as shown in the image below: 

 

Fig-046 
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Step 7. On clicking save button, message of success is generated on the screen as shown 
below: 

 

Fig-047 

Step 8.  Click on upload document menu, select bill id that was created in previous step, 
browse file to upload regarding the bill, enter remark, as shown in the image below: 

 

Fig-048 

Step 9. On clicking upload button, message of successful upload is visible on the screen. 

 

Fig-049 
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Step 10.click on generate bill menu from the tab, enter 11c no as shown below: 

 

Fig-050 

Step 11.Transaction id for the bill is received when the user click on generate bill button, as 
shown below: 

 

Fig-051 

Step 12.Click on print bill menu from the tab, in order to access printed copy of bill: 

 

Fig-052 
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Step 13. Printed copy of the bill is attached below: 

 

Fig-053 

2. Supplementary Salary 

Payment of salary of any individual employee after the regular salary is passed is thus made 
by supplementary salary. Important fields are, month of which the salary is to be given 
followed by upload document, generate bill and print bill. Following are execution steps for 
processing supplementary salary:  

Execution steps:  Click on Payroll→supplementary salary→supp salary →fill required field 

→process→upload document→generate bill →approvals→bills →Approve the bill at all the 3 

level→Submit to Treasury 

Step 1.User can access supplementary salary as shown below: 

 

Fig-054 
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Step 2.Select month and batch id, as soon as user select month list of name of the employees 
whose supplementary salary is to be processed for that month is visible on the screen as 
shown below: enter no of pay days in the column provided and select the name of the 
employee from the list: 

 

Fig-055 

Step 3. Data is saved as soon as user clicks on process button, and pop up message is 
generated on the screen as shown below: 

 

Fig-056 

Step 4. To make amendments in the bill created user can click on corrections menu from the 
tab: 

 

Fig-057 
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Step 5. Select delete/ edit data as per the requirement: 

Step 5.1: Delete data, will delete the entry that wasmade earlier, select the name which 
needs to be deleted, click on save button to delete: 

 

Fig - 058 

Step 5.2: Edit data, helps user to edit the entry that was earlier made, click on edit button 
provided with the name: 

 

Fig - 059 

Few fields gets added on the drop-down window, where user can edit the entry that was 
made earlier, click on save button in order to update the changes made: 
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Step 6. Click on generate bill menu from the tab, enter 11C number for the batch id created 
earlier and click on generate bill button, to view the bill user can click on view button that is 
provided and user can also click on delete button in order to delete the complete entry of the 
bill: 

 

Fig - 061 

7.On clicking view button, the screen as below comes up: 

 

Fig - 062 

4.4.1.9. LPC (Last Pay Certificate) 

1. Create LPC 

 LPC generation is needed during the transfer process of employee. LPC is issued by the 
department to the employee at the transfer, death, retirement etc. LPC screen consists of 
fields like employee code, employee name, purpose of LPC (i.e. transfer, deputation, 
retirement, death, resignation, voluntary retirement), treasury code, DDO code, order no, 
order date, charge no, charge date etc. LPC feature is mostlyused in the cases of transfer as 
the employee needs to rejoin in the other office. Following are execution steps to generate 
the LPC. 

Execution steps for creating LPC:  Click on Payroll→LPC→Create LPC →fill the required 

fields→save →Submit 
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Step 1. User can access create LPC menu as shown in the image below: 

 

Fig - 062 

Step 2.User is directed to new page as shown below: 

 

Fig - 063 

Step 3. Fill in the fields like employee code, select purpose of LPC, treasury code, DDO code, 
enter order no and date, enter charge no and charge date, as shown in the image below: 

 

Fig - 064 
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Step 4. Success, pop up message is generated on the screen when the user clicks on save 
button, as shown in the image below: 

 

Fig - 065 

Step 5. Click on submit button from the menu, page with the detail of LPC issued is visible on 
the screen, as can be viewed below: 

 

Fig - 066 

6. To access printed copy of LPC click on print button, printed copy of LPC is attached below: 

 

Fig - 067 
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2. Accept LPC 

 LPC issued by another office needs to be accepted as soon as the transferred employee joins 
his new office. Acceptance of office is done by DDO operator of the place of joining. 
Following are the execution steps for accepting LPC: 

Execution steps for accepting LPC:  Click on Payroll→LPC→Accept LPC →fill the required 

fields→save →Submit 

Step 1. User can access accept LPC menu as shown in the image below: 

 

Fig - 068 

Step 2.User is directed to new page, fill in the details of the employee whose LPC is to be 
accepted by the department, as shown in the figure below: 

 

Fig - 069 

Step 3. Pop up message of success is generated on the screen as shown in the image below: 

 

Fig - 070 
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4.4.1.10. NPS Arrear 

Government of India introduced a new defined contribution pension scheme known as NPS 
replacing the existing system of defined benefit pension scheme in December 2003, the same 
has been adopted by the State Government of Uttarakhand. NPS is mandatory to all new 
recruits to the state government joining service on or after 1.10.2005. IFMS software has the 
provision of entering employee’s PRAN in employee master as per the requirement so that 
necessary deductions can be made from employee’s salary while processing it at the end of 
the month. System also has the provision to deduct the NPS amount of previous leftover 
months. It also has the functionality to provide the online claim processing as per the 
requirement. 

NPS deduction for leftover months 

There have been several cases where the employee’s NPS amount has not been deducted by 
DDO though it should have been deducted when the salary including supplementary salary was 
processed. Now a new functionality in IFMS software is being introduced through which DDOs 
can process the NPS contribution of employees for leftover months. This newly added feature 
may be accessed using NPS ARREAR FORM available under Payroll ---->Data ---> NPS Arrear. 
DDOs should note that NPS amount of leftover months entered through this form would be 
processed during the salary processing of the month in which the data has been entered and 
only five month’s arrear can be processed in a month.  

Entry in NPS Arrear Form by DDO 

For entering the NPS amounts of leftover months please use the NPS Arrear Form as shown 
below: 

 

Fig - 071 

NPS Arrear Form 

NPS Arrear Form has been designed in such a way that the DDO operator needs to only enter 
the employee code, rest of the fields, except Deduction month, of the form will auto 
populate. DDO should carefully check all the entries shown on the screen, in case there is any 
discrepancy between data shown on the screen and the correct data as per employee and 
DDO, please raise the issue through Support facility available with DDO. It is entirely DDOs 
responsibility to ensure that all the data entered are correct and correct amount is being 
entered for NPS arrear processing.  
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Fig - 072 

Step 1.Validate employee code: 

Please enter correct employee code of the employee whose NPS arrear has to be processed. 

 

Fig - 073 

Step 2.Select month of missing contribution: 

Please select the month for which NPS arrear has to be processed. In case the months shown 
under the drop down menu are incorrect, kindly report to Finance Data Center, Dehradun. 

 

Fig - 074 

 It will show the Basic, DA, Grade Pay for the month selected with NPS Amount.     

 

Fig - 075 
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Check AND Save the entries which will get reflected in Inner sheet  

 

Fig - 076 

Check the inner sheet  

Once all the entries related to NPS arrear payment have been entered and saved through NPS 
arrear form they will automatically get added to the inner sheet as shown below: 

 

Fig - 077 

Check the change statement 

Check the change statement to see the NPS arrear amount as shown below: 

 

Fig - 078 
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Report of change statement:   

 

 Fig - 079 

4.4.1.11. Reports 

1. Pay Schedule 

All the individual deductions that are made in a particular month can be viewed by use of this 
option. Operator only needs to select the required month and deduction category i.e. GPF, 
GIS, NPS, Income tax.  

Step 1.User can access the option as shown below: 

 

Fig - 080 

Step 2.Select month and year, select TRN code as shown in the image below: 

 

Fig - 081 
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Step 3.On clicking submit button, list of the pay schedule (List of employees availing the field 
is generated containing the details like employee code, name, and amount, voucher no and 
voucher date) is obtained as below: 

 

Fig - 082 

2. Salary List 

This report available under payroll section allows user to view the status of salary for a 
particular month. This report contains details of change statement idand lists out all the 
individual with their name and employee code. The bill status column tells the user about 
exact status of transaction id associated with that month’s salary. To access and view the 
report, user needs to follow below steps: 

Step 1.User can access the option as shown below: 

 

Fig - 083 
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Step 2.Select month, and click on show button, detailed list of pay summary report (List of 
all the employees with all the details of the salary is generated) as below: 

 

Fig - 084 

3. Annual Statement 

Provides the operator with the annual statement of any employee working under the DDO. 
Employee code and financial year are the fields that are provided and operator can enter the 
desired employee code and year and get the desired output. 

Step 1.User can access the option as shown below: 

 

Fig - 085 

Step 2.Enter employee code and financial year then click on submit button as shown below: 

 

Fig - 086 
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3. Annual statement of the employee looks like as shown in below image: 

 

Fig - 087 

4. Pay Slip 

 
Provides the operator with the pay slip of any employee working under the DDO. Employee 
code and month are the fields that are provided and operator can enter the desired employee 
code and month and get the desired output. 

Step 1.User can access the option as shown below: 

 

Fig - 088 

Step 2.Enter employee code, select month and year, click on submit button: 

 

Fig - 089 
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Step 3. Pay slip of the employee gets generated as shown below: 

 

Fig - 090 

5. Pran GST search 

There has been demand by DDOs to know the status of PRAN of employees whether it is active 
or inactive. So, PRAN GST Search report enables the user to know the status of employee’s 
PRAN.  

Step 1.Select either PRAN, party code and CPIN, enter the unique number as per the 
selection made, as shown in the image below: 

 

Fig - 091 

Step 2.Status of the PRAN is shown as below: 

 

Fig - 092 
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6. Employee Claim Report 

It comprises of all the details of the claim that has been taken by the employee. It includes 
details like claim type, treasury code, treasury name, claim no, transaction id, from date, to 
date, claim amount, pass amount, cheque no, voucher no, voucher date. 

User can access claim report as shown in the image below: 

 

Fig - 093 

Enter employee code, date from and to, select claim type, click on show report button, as 
shown in the image below: 

 

Fig - 094 

User can view the report as shown in the image below: 

 

Fig - 095 

For reading about how claim has to be processed go back to claims module. 
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7. GPF Deduction 

Provides the user with detailed GPF report of the employee that has been deducted from 
salary.   

Step 1.Enter employee code and select financial year, as shown in the image below: click on 
submit button 

 

Fig - 096 

Step 2.User can view the detailed report of employee’s GPF deduction, and can also access 
printed copy of the report, as shown in the image below: 

 

Fig - 097 

8. HRR Deduction 

This report provides the e-DDO module users the details of HRR deduction of the employee’s 
of his establishment. Following steps are involved in fetching this report. 

Step 1.Enter employee code and select financial year, as shown in the image below: click on 
submit button 

 

Fig - 098 
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Step 2.User can view the detailed report of employees HRR deduction, and can also access 
printed copy of the report, as shown in the image below: 

 

Fig - 099 

9. Vehicle Deduction 

This report contains the data of all the deductions made against allocation of government 
vehicle to Government employees. As we know it is a fixed sum of 2000 per month, so report 
contains all the deductions for each month. Following steps needs to be performed to fetch 
this report: 

Step 1.Enter employee code and select financial year, as shown in the image below: click on 
submit button. 

 
Fig - 100 

Step 2.User can view the detailed report of employees HRR deduction, and can also access 
printed copy of the report, as shown in the image below: 

 
Fig - 101 
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10. New employee Form 1 

This report contains the data of new employee which has been entered by user in the 
employee master. Following steps needs to be followed to access this report. 

Step 1: Enter employee code, as shown in the image below and then click on submit button. 

 

Fig - 102 

Step 2: User can view the detailed report of new employee’s data entry that was made in 
employee master, and can also access printed copy of the report, as shown in the image 
below: 

 

      Fig - 103 

11. New employee MIS 

It is a report that contains the detail of new employees. 

Step 1: Select date from and to, as shown in the image below. 

 

Fig - 104 
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Step 2: On clicking submit button, list of employees that joined in the period selected above 
appears on the screen, as shown in the image below. 

 

Fig - 105 

Step 3: On clicking select button provided with the employee name, employee master report 
is generated, user can also access printed copy of the report by clicking print button, as 
shown in the image below: 

 

Fig - 106 

12. Analytical report 

Provides the user with number of employee’s taking salary in the opted month class wise 
report as per treasury, DDO, department and scale. 

Step 1:Select anyone of these i.e. treasury wise, DDO wise, department wise and scale wise 
and the select salary month as shown in the image below: 

’ 

Fig - 107 
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Step 2: On clicking show reportbutton, reportgets generated as shown in the image below: 

 

Fig - 108 

4.4.2 HRMS Module 

HRMS stands for human resource management system. As we know human resources play a 

great role in the success of any organization be it government or private. Therefore, 

management of human resource becomes very critical for the organization. Realizing this IFMS 

has designed HRMS as one of its core module. Presently it has only claims/advances and 

service book features but in future it envisages to include leave management system, ACR 

management etc as well. 

4.4.2.1 Claims Entry 

Claim entry deals with the aspects of every possible claim that employees are eligible for and 
can claim. In entry part only the claims are entered by the DDO operator. Claim entry option 
is also available with the user as well. He may use this feature by logging on to IFMS portal 
using his login id. If user doesn’t enter the data himself, he may submit a physical copy of the 
claim to the DDO operator, who may enter the claim in the system on employee’s behalf. 
Claim entry comprises of total 9 screens which are basically the types of claims. 

4.4.2.1.1 TA Claim 

 Any employee is eligible to take TA claim in case due to any official work that is out of 
station journeys are made. 

a) Select TA claim as shown below in the image: 

 

Fig - 109 
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b) System will direct the user to new page as  below: 

 

Fig - 110 

c) Fill in the field as shown below: 

 

Fig - 111 
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d) On clicking save button, a pop up message is generated on the screen with the message of 
successful bill creation along with the transaction id, as shown in the image below: 

 

Fig - 112 

e) Uploading and printing of document is same as that of the manual arrear bill creation. 
 

4.4.2.1.2. Medical Reimbursement 

Any amount of money which has already been spent in the medical treatment of employee or 
the dependent can be repaid by the government if the employee claims that amount in the 
form of medical reimbursement. User (employee or the DDO operator needs to follow below 
mentioned steps to claim the medical reimbursement:  

a) Select claim entry under HRMS, then click on medical reimbursement as shown below: 

 

Fig - 113 
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b) Fillall the fields shown on the screen as shown below (Fig - 113) : 

 

Fig - 114 

User needs to select the advance claim id, in case some advance had already been taken by 
the employee. Similarly all the radio buttons should also be appropriately ticked as per the 
case i.e. self or nominee, IPD or OPD. 

c) Click on save button to save the entries made earlier, pop up message of success is 
generated on the screen, as shown in the image below: 

 

Fig - 115 

For clubbing of multiple claims, user should click on add row button and fill all the entries as 
mentioned above. 

d) Uploading and printing of document is same as that of the manual arrear bill creation. 
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4.4.2.1.3. Miscellaneous Reimbursement 

 Any amount that has already been spent by the employee on behalf of the office (that can be 
regarding office expenses, telephone expenses, and camp assistant) can be claimed under 
misc reimbursement.   

a) Select misc reimbursement as shown below in the image: 

 

Fig - 116 

b) Fill in the field as shown below: 

 

Fig - 117 

c) Click on save button in order to save the entries made earlier, pop up message of success is 
generated on the screen, as shown in the image below: 

 

Fig - 118 

e) Uploading and printing of document is same as that of the manual arrear bill creation. 
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4.4.2.1.4. Employee Advances 

 Covers entire refundable and nonrefundable advance that the employee is entitled to take. 
Advances like GPF, house building and many more. 

a) Select misc employee advance as shown below in the image: 

 

Fig - 119 

b) Enter employee code, payment for, loan/ advance head, amount, and instalments, fill in 
the field as shown below: 

 

Fig - 120 

c) Click on save button in order to save the entries made earlier, pop up message of success is 
generated on the screen, as shown in the image below (Fig - 120): 

 

Fig - 121 

d) Uploading and printing of document is same as that of the manual arrear bill creation. 
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4.4.2.1.5. LTC Claim 

 It is granted to Government employees for travelling to various parts of the country and 
home as well. This is made available every five years after completing the service of Ten 
years. 

a) Select misc employee advance as shown below in the image, 

 

Fig - 122 

b) Fill in the field as shown below: enter employee code, block year, and leave from and to, 
select family members whose claim is to be taken, enter details of journey  

 

Fig - 123 
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c) Click on save button in order to save the entries made earlier, pop up message of success is 
generated on the screen, as shown in the image below: 

 

Fig - 124 

d) Uploading and printing of document is same as that of the manual arrear bill creation. 

4.4.2.1.6. TTA Claim 

A government servant, for a journey on transfer from one station to another, if he is 
transferred in the interest of Government work and not at his own request, is entitled to a 
lump-sum at the following rates whether the journey is performed by rail or road alone or in 
combination with one another. 

a) Select TTA Claim as shown below in the image, 

 

Fig - 125 
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b) Fill in the field as shown below: enter employee code, user can select Tour advance claim 
id, enter no of tickets, distance, luggage quantity, rate, luggage amount, distance grant, 
journey details and conveyance, 

 

Fig - 126 

c) Click on save button in order to save the entries made earlier, pop up message of success is 
generated on the screen, as shown in the image below (Fig. 127): 

 

Fig - 127 

d) Uploading and printing of document is same as that of the manual arrear bill creation. 
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4.4.2.1.7. Leave Encashment 

 Any employee either getting retired or takes voluntary retirement is allowed to encash the 
earned leaves available in his/her leave account. He may encash earned leaves only up to the 
maximum limit of 300 days. The encashment of leave shall be regulated on the basis of the 
last pay drawn which includes basic pay, dearness allowance, and personal pay. For getting 
the leaves encashed, user (employee or DDO operator) needs to follow following steps: 

a) Select leave encashment as shown below in the image, 

 

Fig - 128 

 b) Enter employee code, number of days, select payment for self or nominee, employee’s 
basic information, employment information and salary information etc. Fill in all the fields as 
shown below:  

 

Fig - 129 
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c) Click on save button in order to save the entries made earlier. All the entries will get saved 
and a row of saved entry will get created in tabular format mentioningemployee code, basic, 
DA amount etc. User can amend all these details using edit button. 

 

Fig - 130 

d) Uploading and printing of document is same as that of the manual arrear bill creation. 

4.4.2.1.8. Revised Leave Encashment 

 If any change needs to be made in the leave encashment already done then it can be revised 
under revised leave Encashment section (like changing the number of days of leave 
encashment).  Let’s see how it has to be done? 

a) Select revised leave encashment as shown below in the image, 

 

Fig - 131 
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b) Enter employee code, no of days, select payment for self or nominee, employees basic 
information, employment information and salary information along with previous and revised 
amount etc. as shown in the image below: 

 

Fig - 132 

c) click on save button in order to save the entries made earlier, a tabular format of basic and 
DA amount is visible on the screen which user can amend using edit button if found incorrect 
along with this pop up message of success is generated as shown in the image below (Fig - 
133): 

 

Fig - 133 

d) Uploading and printing of document is same as that of the manual arrear bill creation. 
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4.4.2.1.9. Pensioner Medical Claim 

 Any amount that has already been spent in the medical treatment of Pensioner or the 
dependent of pensioner can be repaid by claiming in Pensioner medical Claim.  

•Processing of Pensioner medical claim is same as that of Medical claim. 

4.4.2.2. Claim Processing 

Ones all the claim related entries have been made by the user, it needs to be processed by 
DDO operator. So, claim processing deals with the aspects of checking and passing the claim 
amount that has already been submitted by the employees or operator on behalf of 
employees. Further, it needs to be approved by operator, supervisor and DDO. Follow below 
steps for claim processing: 

a) On clicking claim processing tab types of claims that can be processed appears on the drop-
down list, as shown in the image below: 

 

Fig - 134 

b) Processing of all the claims are same, operator has to pass the amount that was either 
claimed by the employee himself or the entry that was made by the operator, let us see the 
processing of medical claim as an example. 

To process any medical claim select medical claim from the list of menu that was shown in 
the previous image (Fig-134), we can see that the claim entry of two different employees has 
been made: 

 

Fig - 135 
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c) Click on select button for the employee whose medical claim needs to be processed. As we 
can see in the below image, details of the claim entry gets displayed on the bottom of the 
page. Now, user can view the bill and make any kind of changes that are appropriate. 

 

Fig - 136 

d) To save the changes, click on the save button, pop up message showing success is 
generated on the screen. 

 

Fig - 137 

e) To generate a bill, user first needs to select the transaction, select the budget from where 
the amount is to be drawn, enter 11C no and then click on the save button, as shown in the 
image below: 

 

Fig - 138 
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f) On clicking save button, message of success pops upon the page, as shown below: 

 

Fig - 139 

g) Click on select button as shown in the image below: 

 

Fig - 140 

h) Bill created gets shown on the bottom of the same page as shown in the image below: 

 

Fig - 141 

Employee claim reports can be seen under Payroll -> Reports -> Claim Reports. For getting to 
know about how to see claim reports please click here. 
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4.4.2.3 Service Book 

As weknow service book is a very important document which records all the events of a 
government servant in his/her entire government service. It has each and every 
administrative action concerning the Government servant right from the stage of his 
recruitment till his retirement to reflect the history of service.  

In IFMS employee's service history can be updated by the DDO through HRMS module. To know 
how the e-Service book has to be made and generated in IFMS, please follow below 
mentioned steps: 

Step 1: User can access to service book as shown in the image below:  

 

Fig - 142 

Step 2: Enter employee code, and click on continue button 

 

Fig - 143 
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Tab 1.Personal details: contains the data filled by the user in the employee master field 
under payroll, personal details of employees like name, fathers name, employee’s service 
information, address details as shown in the image below:  

 

Fig - 144 

Tab 2.Family detail: this feature contains the data filled by the user in the employee master 
field under payroll, details of family member those who are dependent on the employee 
(fields in this screen relation with the employee, name, Date of birth, Aadhar card, marital 
status, PAN no, Mobile no.) as shown in the image below: 

 

Fig - 145 
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Tab 3. Nominee detail: this feature contains the data filled by the user in the employee 
master field under payroll, details of nominee like nominee name, relation with employee, 
DOB, as shown in the image below: 

 

Fig - 146 

Tab 4. Service history: in this field user has to enter the details of the service served from 
the beginning of the service till date. All the fields are editable so that user can fill in the 
fields, and after the entry is made, click on save button, to save all the entries as shown in 
the image below: 

 

Fig - 147 
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Tab 5. Salary history: in this field user has to enter the detail of the salary issued to the 
employee from the beginning of the service till date. Salary details are filled according to the 
changes in pay scale, which might be due to new pay commission, promotion of the 
employee, ACP, or due to any other reasons. All the fields are editable so that user can fill in 
the fields, and after the entry is made, click on save button to save all the entries, as shown 
in the image below: 

 

Fig - 148 

Tab 6. Leave record: This system provides us with the feature of online maintenance of the 
leaves taken by employees. All the fields are editable so that user can fill in the fields, and 
after the entry is made, click on save button, as shown in the image below: 

 

Fig - 149 
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Tab 7. Employee advance history: The system provides us with the feature of online 
maintenance of loans and advances taken by the employees. All the fields are made editable 
so that user can fill in the fields, and after the entry is made, click on save button to save all 
the entries made, as shown in the  image below: 

 

Fig - 150 

Tab 8. ACR history: This tab provides us with the feature of online maintenance of ACR of 
employees. Fields in this screen have been made editable so that user can fill in the fields, 
and after the entry is made, click on save button, as shown in the image below: 

 

Fig - 151 

Tab 9. Service book print: This tab provides detail of complete details of the employee’s 
information, as shown in the image below: 

 

Fig - 152 
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4.4.3. Bills Module 

Bills module covers the payment related accounting details which includes generation of Bills, 
generation of various reports and schedules of payments related to handling of Uttarakhand 
state. Bills module comprises of two sections i.e. Master and Data entry. 

4.4.3.1. Master 

 Master section further comprises of 2 sub sections i.e. party master and other party master. 

4.4.3.1.1 Party master 

In this section the operator can add or update the detail of firms to which the payments have 
to be made. Fields in this section are master for (vendor/ utility) followed by party for 
(PAN/GSTN/Other party). Following are the execution steps for creation of party master: 

 

 

 

Step 1: User can access party master as shown in the image below: 

 

Fig - 153 

Step 2: User is directed to the page shown below: user here has to select master for vendor 
or utility 

 

Fig - 154 

Execution steps: Click on bills→ Master→Party Master → Vendor/ utility→ fill all the required 

fields→Save  
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3. First let’s see the steps for Vendor, as shown in the image attached below: 

Step 1 select vendor from vendor and utility radio buttons 

Step 2 select PAN or GSTN number as suitable 

Step 3 enter PAN or GSTN number 

Step 4 click on search button 

 

Fig - 155 

4. User can add the name of the party, email address, phone number and address, as shown 
in the image below. After all the entries click on the save button. 

 

Fig - 156 

5.  On clicking save button, bank details related fields gets shown on the bottom of the 
screen as shown in the image below: 

 

Fig - 157 
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6. Fill bank details of the firm and click on update bank detail button. 

 

Fig - 158 

7. Message of success pops up on the window, regarding successful updating of the bank 
details, as shown in the image below: 

 

Fig - 159 

8. Now let’s see the steps for utility, as shown in the image attached below: 

Step 1: Select utility out of vendor and utility radio buttons. 

Step 2: Enter GSTN number. 

Step 4: Click on search button. 

 

Fig - 160 
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9. On clicking search button, fields having additional information, enter party name, mobile 
number and address if field found empty, as shown in the figure below:  

Click on save button: 

 

 Fig - 161 

10. On clicking save button, few fields related to bill type and bank details gets added on the 
screen, as shown in the image below:  

 

Fig - 162 

11. Select bill type and add bank details as shown in the image below:  

 

Fig - 163 
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12. Click on update bank details button, drop down table with the detail of firm appears as 
shown in the image below: 

 

Fig - 164 

13. Click on add connection button, few fields related connection details gets added on the 
screen, user has to make entry in the fields and click on add connection button as shown in 
the image below: 

 

 Fig - 165 

14. On clicking add connection button, message of successful addition of connection details 
pops upon on the window and another table related connection details gets added on the 
screen, as shown in the image below: 

 

Fig - 166 
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4.4.3.1.2Other Party master 

For making payment to any particular person (say in case of PRD employees) working for the 
department but is not a regular employee and even the firm that is repeatedly paid can be 
added to the other party master. Any changes that are to be made or new party is to be 
added can be done under other party master of bills. Important fields are payment type, 
Aadhar number, designation, name, father’s name, DOB, gender, mobile no, pan no and bank 
details.  

Step 1: User can access the other party master as shown below: 

 

Fig - 167 

 Step 2: User is directed to the page shown below:  

 

Fig – 168 
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3. Fill in the fields provided on the page, fields like payment type, party code, adhar no, 
designation, name, fathers name, DOB, Gender, mobile number, PAN no, email address and 
bank details, as shown in the image below:  

Click on save button in order to save the data and create other party. 

 

Fig - 169 

4.4.3.2. Data Entry 

Data Entry section under Bills deals with all kinds of payment related to bill. It consists of 
total 12 types of payments. 

Let’s understand few terms used in this section: 

•Payment to party: on selecting payment to party, the payment is directly made to the 
account of vendor by entering the GSTN number. 

•Demand Draft: on selecting demand draft for the payment, a demand draft is issued in the 
name of DDO of the treasury which can further be transferred to the vendors, in his name or 
account number.  

•Ac Bill: Ac bill is used to give advance payment to the employee or vendor. 

•Dc Bill: Once the advance payment has already been given to the employees it needs to be 
adjusted in the form of DC bill. 

•Normal: this is used with all kinds of bills, when any payment to the vendor is to be given.   

Making of party master 

4.4.3.2.1 Create bill 

Click on data entry and then party payment to create a bill as shown in image (Fig - 169). 
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4.4.3.2.1.1 Party Payment 

Deals with making payment to the firm.  

1. User can access party payment form as shown in the figure below:  

 

Fig - 170 

2. User is directed to the page shown below:  

 

Fig - 171 

 3. Select budget related fields like, grant, minor head code and head code, as shown in the 
image below 

 

Fig - 172 
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4. Few new fields adds up on the screen as shown below: enter GSTN/TAN/PAN/Aadhar 
number as per the entry made in party master, user is able to select account number that was 
saved against the GSNT no/ PAN no of the firm, as shown in the image below: 

 

Fig - 173 

 5. User has to fill in the fields regarding invoice number, date, item, sub item, quantity and 
amount, for any deductions like income tax and GST separate fields are provide which user 
can  see in the image, thus any deduction to be made, can be done, as shown in the image 
below: 

 

Fig - 174 
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6. Click on save button, pop up message appears on the screen regarding transaction id 
against the bill, as shown in the image below:  

 

Fig - 175 

4.4.3.2.1.2 Other Party Bill 

This feature allows us to make payment to the firms or parties that lie under other party.  

1. User can access party payment form as shown in the figure below:  

 

Fig - 176 
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2. User is directed to the page shown below:  

 

Fig - 177 

3. Fill in the fields as shown in the image below: click on save button, 

 

Fig - 178 

4. On clicking save button, pop up message appears on the screen regarding transaction id 
against the bill, as shown in the image below: 

 

Fig - 179 
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4.4.3.2.1.3 Whole Transfer 

This feature allows us to transfer the sum of money from one head to another. 

1. User can access whole transfer form as shown in the figure below: 

 

 Fig - 180 

2. User is directed to the page shown below:  

 

Fig - 181 

3. Select Payment for DDO or District Plan, budget related fields like, grant, minor head code 
and head code, enter order no, order date, amount, deduction if any, as shown in the image 
below:  

 

Fig - 182 
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4. Select transfer to, i.e. DCL, PLA or Other, few fields gets added on the drop down as shown 
in the image below: 

 

 Fig - 183 

5. Select treasury, same or other, select district, select to treasury, select DCL name and 
enter amount as shown in the image below  

 

Fig - 184 

6. On clicking save button, pop up message appears on the screen regarding transaction id 
against the bill, as shown in the image below: 

 

Fig - 185 
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4.4.3.2.1.4 ICDS/PRD/Home guard salary 

In this field the salary or any other kind of payment towards the PRD employees are made 
under this section. 

1. User can access ICDS/PRD/ HOME guard salary form as shown in the figure below: 

 

Fig - 186 

2. User is directed to the page shown below: select budget, payment for, designation, bill for, 
salary month   

 

Fig - 187 

3. User can select salary for individual or bulk as per the requirement. 

Case 1: BULK TRANSACTION 

Select bulk in salary, enter rate and click on generate button,  

 

Fig - 188 
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Drop down the list of employees those who are in the selected designation appears, fields are 
made editable so that user can make changes accordingly, as shown in the image below:  

 

Fig - 189 

Click on save button, transaction id is generated against the bill, as shown in the image below 
(Fig - 189) 

 

Fig - 190 

Case 2: Individual Entry 

Select individual salary, enter salary days and rate, select employee name from the list, click 
on deduction if any, as shown in the image below:  

 

Fig - 191 
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Click on save button, transaction id is generated against the bill, as shown in the image 
below. 

 

Fig - 192 

 Select transaction id, fields are made editable so that user can make changes one last time if 
required, click on save button: 

 

Fig - 193 

4.4.3.2.1.5 Challan Refund 

The amount that has been deposited by the vendor in the form of challan to the department 
can be refunded in case of lapse or due to any other reason. It can be refunded to the vendor 
via challan refund.  The challan is initially submitted by treasury. 

4.4.3.2.1.6 Provisional Pension 

Under special cases like when the orders for realizing the pension of employee is being 
prepared by the department, even before the pension is sanctioned, it can be released as the 
provisional pension. But the LPC has to be issued before provisional pension can be 
sanctioned. Also, under provisional pension only 90% of the payment can be released. In  
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provisional pension, pension rate can be calculated as basic pay divided by 2. Following steps 
needs to be followed for making papers for provisional pension. 

1. User can access provisional pension form as shown in the figure below: 

 

Fig - 194 

2. User is directed to the page shown below: select payment type, category, enter employee 
code, click on search button, as shown in the image,  

 

Fig - 195 

3. Few fields gets added in the drop down screen, employees information appears on the 
screen, fields are made editable so that user can amend the information if found incorrect, 
select payment to that is self or nominee, enter bank account details, select pay commission, 
enter from date to date, enter pension rate, pension amount, DA amount, total amount and 
income tax amount, as shown in the image: 

 

Fig – 196 
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Fig - 197 

4. On clicking save button, transaction id gets generated against the bill, as shown in the 
image below: 

 

Fig - 198 

4.4.3.2.1.7 DBT Payment 

DBT stands for Direct Benefit Transfer; it deals with the scholarship payments to students 
directly in their bank accounts. This payment is given by department of social welfare.   

4.4.3.2.1.8 District Plan Payment 

District plan payments are related to the payments of works done within a district. District 
plans are made and approved by a District plan committee in which Member of Parliaments, 
Members of Legislative Assembly acts as members and District Magistrate of that District acts 
as ex-officio secretary. Funds for the district plan are kept by the government at the disposal 
of District Magistrate of that district. Before funds are distributed, a meeting of different 
departments is called by District magistrate to take their demands. These demands are put 
before district plan committee which approves it after discussions and deliberations. Once  
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approved funds are distributed to different departments (their DDOs) who in turn pay the 
money to the vendors doing the work. 

1. User can access District Plan Payment form as shown in the figure below: 

 

Fig - 199 

2. User is directed to the page shown below: select bill type, budget, project name, bill for, 
enter GSTN no, select account number, and enter invoice details, amount and deduction if 
any, as shown in the image,  

 

Fig - 200 
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3. Click on save button, transaction id is generated against the bill, as shown in the image 
below: 

 

Fig - 201 

4.4.3.2.1.9 District Plan (other party) 

1. User can access District Plan (other party) form as shown in the figure below: 

 

Fig - 202 

2. User is directed to the page shown below: select bill type, budget, project name, bill for, 
select payment for, other party, designation enter  amount and deduction if any, as shown in 
the image,  

 

Fig - 203 
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3. Click on save button, transaction id is generated against the bill, as shown in the image 
below: 

 

Fig - 204 

4.4.3.2.1.10 General Bill 

Allows us to access the head code related to advances, NPS and GIS. 

1. User can access general bill form as shown in the figure below: 

 

Fig - 205 

2. User is directed to the page shown below: select budget, select bill for i.e. GSTN, other 
party, demand draft, transfer, gratuity payment, select name, enter invoice number, date, 
item, sub item, quantity, amount and if any deduction, as shown in the figure below: 

 

Fig - 206 
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3. Click on save button, transaction id is generated against the bill, as shown in the image 
below 

 

Fig - 207 

4.4.3.2.1.11 GPF Transfer 

 This feature helps us to transfer GPF account when employee gets promoted from 4th class 
to 3rd class. 

1. User can access GPF Transfer form as shown in the figure below: 

 

Fig - 208 

2. User has to enter employee code and click on search button, as shown in the image below: 

 

Fig – 209 
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3. Few fields adds up in the drop down menu, enter gpf no, enter balance and click on save 
button, as shown in the image below: 

 

Fig - 210 

4. Click on save button, transaction id is generated against the bill, as shown in the image 
below 

 

Fig - 211 

4.4.3.2.1.12 NPS Bill Payment 

This feature allows us to transfer any NPS account to GPF account under any circumstances, 
and also to allow us to make payment to the employee in case of death or VRS. 

1. User can access NPS bill payment form as shown in the figure below: 

 

Fig - 212 
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2. User has to select bill for and enter employee code further click on search button, as 
shown in the image below: 

 

Fig - 213 

3. Few fields adds up in the drop down menu, enter sanction authority, order no, date, 
amount and deduction if any, as shown in the image below: 

 

Fig - 214 

4. Click on save button, transaction id is generated against the bill, as shown in the image 
below 

 

Fig - 215 

https://cts.uk.gov.in/


98 

                  

 
 

Integrated Financial Management System ( https://cts.uk.gov.in )                                            
  Back 

98 

DDO User Manual 
 

4.4.3.2.2 Uploading of document 

For all the bills after creating bill it is made mandatory to upload document. Follow below 
steps to upload documents: 

1. Click on upload document tab from the menu.  

2. New page is available on the screen. 

3. Select bill from the drop down menu, few fields related to bill appear on the screen. 

4. Select file to upload 

5. Enter remark 

 As shown in the image below 

 

Fig - 216 

6. Click on upload button, pop up message of successful uploading of document is generated 
on the screen 

 

Fig - 217 
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4.4.3.2.3 Generating bill 

After the document is uploaded it is mandatory to generate the bill, follow below steps to 
generate the bill: 

1. Click on generate bill tab from the menu.  

2. New page is available on the screen. 

3. Enter 11C number in the column provided in front of the transaction id. 

As shown in the image below 

 

Fig - 218 

4. Click on generate bill button, pop up message of successful generating of bill is generated 
on the screen 

 

Fig - 219 

4.4.3.2.4 Print bill 

After the document is generated user can view the bill,  

1. Click on print bill tab from the menu.  

2. New page is available on the screen. 
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3. Click on view button, bill created will be visible on the drop down of the screen, as shown 
in the image below 

 

 

Fig - 220 

4.4.3.2.5 Approval 

Approval process of bills is discussed in the approval module above, kindly refer to approval 
module. Approve from all the three levels that is operator, supervisor and officer, further the 
bill is pushed to treasury for generating authority. 

4.4.4. Entitlements Module 

GIS (Group Insurance scheme) every employee contributes some funds for his insurance out of 
which 70% goes to saving funds and 30% goes to insurance funds. In case of death a GIS bill is 
submitted to withdraw insurance amount as well as savings amount and in case of retirements 
GIS bills are submitted to withdraw savings amount with interest. This module is used to 
process the GIS claims of the employee. Various forms to be filled, claim listing, schedules of 
payments using e-payment are provided in the system. Following are execution steps for 
processing of GIS bills: 

 Execution steps:  Click on entitlements →Click on GIS → Enter employee code →Click on search 

button →Fill in the form →Click on submit button →upload documents→ generate bill →Print 

calculation sheet and bill→approve the bill from all the three levels 
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4.4.4.1 Creating GIS bill 

1. User can access GIS form as shown in the figure below: 

 

Fig - 221 

2. User has is directed to the page shown below:  

 

Fig - 222 

Select new or revised as per the requirement 

3. Enter employee code and click on search button, few fields gets added on the drop down 
menu as shown in the image below 

 

Fig - 223 
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4. Entry in the Form 

1. Select Form number i.e. F-26(savings) in retirement cases, and F-27(saving & insurance) for 
death cases 

2. Fill in the fields like detail of the employee, as shown in the image below 

3. Click on continue button 

4. Record is saved and a pop up message is generated on the screen, as shown in the image 
below 

 

Fig - 224 

5. On clicking continue button, few fields related to deduction adds up on the screen, as 
shown below: 

6. As per the deductions that were made earlier during processing of salary, user has to enter 
the record, as shown below 

 

Fig - 225 

7. Click on continue button, deduction added is saved and pop up message is generated on 
the screen, 
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8. Savings amount in case of retirement and savings amount along with insurance amount in 
case of death is visible on the screen, 

9 Choose payment to, in case of retirement choose employee and in case of death choose 
nominee, 

10. Enter bank detail of the person whom the payment is to be made,  

11. Click on add nominee button  

 

Fig - 226 

12. Drop down in the screen table appears with the detail of the payment,  

13. Click on submit button provided  

 

Fig - 227 
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4.4.4.2 Uploading of document 

For all the bills after its creation, it is mandatory to upload document. As discussed in bills 
module, following steps needs to be followed: 

1. Click on upload document tab from the menu.  

2. New page is available on the screen. 

3. Select bill from the drop down menu, few fields related to bill appear on the screen. 

4. Select file to upload 

5. Enter remark 

6. Click on upload button, pop up message of successful uploading of document is generated 
on the screen 

4.4.4.3 Generating bill 

After the document is uploaded it is mandatory to generate the bill, like discussed in bills 
module 

1. Click on generate bill tab from the menu.  

2. New page is available on the screen. 

3. Enter 11C number in the column provided in front of the transaction id. 

4. Click on generate bill button, pop up message of successful generating of bill is generated 
on the screen 

4.4.4.4 Print bill 

After the document is generated user can view the bill, like discussed in bills module 

1. Click on print bill tab from the menu.  

2. New page is available on the screen. 

3. Click on view button, calculation sheet button, savings bill button and insurance bill button 
as per the requirement. 

4.4.4.5 Approval 

Approval process of bills is discussed in the approval module above, kindly refer to approval 
module. Approve from all the three levels that is operator, supervisor and officer, further the 
bill is pushed to treasury for generating authority. 

4.4.5. Pension Module 

Module handles the distribution of pension to all the pensioners of Uttarakhand. Provision to 
capture the pensioner details is available. Pension initiation process starts with submission of 
required documents/forms by the employee or his nominee (in case of employee’s death) for 
availing regular pension. It ends with issuance of Pension Pay Order (PPO).  
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4.4.5.1 Processing of Pension paper 

Follow below mentioned steps to process pension paper of employee after his/her retirement: 

 

 

 

4.4.5.1.1 Pension Entry 

1. User can access pension entry form as shown in the figure below:  

 

Fig - 228 

2. User is directed to the page, select first and revised pension as per the requirement, as 
shown in the image below:  

 

Fig - 229 

3. Entry in the page: Follow below mentioned steps: 

Step 1.Enter employee code 

Step 2.Select first pension or revised pension as per the requirement 

Execution steps:  Fill in all the details of the employee at employee master→ Fill the m service book 

under HRMS module→ Generate LPC(in case of death)→Generate Pension Papers →Enter Pension 

salary details→ Generate Pension report→ approve Pension paper from all the three levels 
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Step 3. Click on search button  

User is directed to next page, as shown in the image below: 

 

Fig - 230 

4. Fields are made editable so that the user can make changes in the information of the 
employee if found in correct, once the required changes are made click on continue button 
provided in the page,  

On clicking continue button user is directed to the next page called pension details as shown 
in the figure below:  

 

Fig - 231 
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5. Fill in the fields that are provided in the page named Pension details(select pension for, 
pension category, actual retirement date, service extension, identification mark and bank 
details), once the entries are made click on continue button provided in the page,  

On clicking continue button user is directed to the next page called Pension details as shown 
in the figure below: 

 

Fig - 232 

6. Fill in the fields that are provided in the page named Pension address, once the entries are 
made click on continue button provided in the page,  

On clicking continue button user is directed to the next page, 

 

Fig - 233 
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7. Fill in the fields that are provided in the page named Family Pension/ Family details, User 
can make changes in the details of the family if found in correct, once the entries and 
changes are made click on save button provided in the page, 

 

Fig - 234 

8. On clicking save button few fields regarding address gets added in the drop down of 
window, user can enter the address and make changes in the address if found filled, as shown 
in the image attached below: click on continue button, 

On clicking continue button user is directed to the next page, 

 

Fig - 235 
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8. In nomination pension page user can select any family member name that the employee 
wishes to make the nominee. User can fill and edit left over fields, as shown in the image 
attached below: click on save button, 

 

Fig - 236 

On clicking save button few fields regarding address and account details gets added in the 
drop down of window, user can update account number and address if found incorrect, as 
shown in the image attached below:  

Click on add row button, 

 

Fig - 237 

On clicking add row button detailed list of nominee entered in the above page appears in the 
tabular form, as shown in the image below: 
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Select the row in the table,  

Click on continue button, user is directed to the next page, 

 

Fig - 238 

9. In service history page, details filled in the service book module is displayed, fields are 
made editable so that the user can make changes if found in correct, by using add row button 
user can add on the rows in the table shown below. User can fill and edit fields,  

Click on continue button, user is directed to the next page 

 

Fig - 239 

10. In salary history page, details filled in the service book module is displayed, fields are 
made editable so that the user can make changes if found in correct, by using add row button 
user can add on the rows in the table shown below. User can fill and edit fields,  

Click on continue button, user is directed to the next page 

 

Fig - 240 
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4.4.5.1.2 Salary Entry 

11. User can access salary entry page as shown in the image below:   

 

Fig - 241 

12. User has to enter employee code, click on search button; user will be able to the screen 
with the detail of last10 month salary taken, as shown in the image below: again the fields 
are made editable so that user can make changes according to the requirement.  

Click on continue button, user is directed to the next page 

 

Fig - 242 

13. In Pension other details/ Previous Pension page, user has to fill few fields like 
commutation percentage, district and treasury that are essential for processing the pension, 
as shown in the image below:  

Click on continue button, user is directed to the next page 

 

Fig - 243 
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14. In Pension/ gratuity Pension page, user has to select provisional pension and provisional 
gratuity yes or no as per the requirement, as shown in the image below:  

Click on save button, user is directed to the next page 

 

Fig - 244 

15. In loan/ recovery details page, user has to select if recovery is to be done yes or no as per 
the requirement, as shown in the image below:  

Click on save button, user is directed to the next page 

 

Fig - 245 

16. In pension calculation page user has to select gratuity and commutation amount details, 
as shown in the image below:  

Click on save button, user is directed to the next page 

 

Fig - 246 
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17. In pensioner document page user has to upload the documents that are essential for 
generation of pension papers, documents like pensioner image, pensioner signature, 
pensioner thumb, indemnity & annexure, as shown in the image below:  

Click on save button, user is directed to the next page 

 

Fig - 247 

4.4.5.1.3 Pension paper 

18. User can access pension paper page as shown in the image below:   

 

Fig - 248 

19. User is directed to the page shown below: enter employee code and click on show report 
button, further user is able to print the pension paper    

 

Fig - 249 
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4.4.5.1.4 Approval of Pension paper 

Approval process of pension is discussed in the approval module above, kindly refer to 
approval module. Approve from all the three levels that is operator, supervisor and officer, 
further the pension paper is pushed to sanction treasury for generating authority. 

4.4.5.2 Processing of Revised Pension Cases 

Follow below mentioned steps for processing revised pension: 

 

 

4.4.5.2.1 Revised Pension 

1. User can access pension entry form as shown in the figure below:  

 

Fig - 250 

2. User is directed to new page, enter employee code and click on search button, as shown 
below  

 

Fig - 251 

Execution steps:  click on pension→Data entry→ Revised Pension→Fill in the forms→approve 

Pension paper from all the three levels 
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Page 1 Employees detail page, contains the detail of pensioner and pension that the 
pensioner is drawing, as shown in the image below:  

 

Fig - 252 

Page 2 Pension Revised detail  page, here user can make changes or we can say revise the 
case, by updating basic pay, DA, select pay commission, revise for, commutation, gratuity 
and even can update the treasury from where the pension is drawing, as shown in the image 
below:  

Click on continue button, user is directed to the next page 

 

Fig - 253 

Page 3 Revised Pension Calculation page, here user can view the detail of the pension that 
was drawn earlier and the pension that is updated and will be given, as shown in the image 
below:  
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Click on continue button, user is directed to the next page 

 

Fig - 254 

Page 4 Print reports page, here user can print the pension paper generated, by clicking on 
print button.  

 

Fig - 255 

4.4.5.2.2 Approval of Revised Pension paper 

Approval process of pension is discussed in the approval module above, kindly refer to 
approval module. Approve from all the three levels that is operator, supervisor and officer, 
further the pension paper is pushed to sanction treasury for generating authority. 

4.4.6. Budget Module 

Budget module helps for planning the estimates of future expenses and revenues based on 
projected plans and activities of the state. It provides target setting and estimating revenues, 
and allows from time to time review and take corrective action in terms of revised estimates. 
GoUK’s Budget is one-year comprehensive financial plan that allocates resources based on the  
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requirement of different departments of the state for the financial year. Budget management 
shall facilitate monitoring the utilization of budget allotted to various departments. 

4.4.6.1 Budget Demand 

In order to demand the budget online for next financial year, the user can make use of the 
demand portal. Enter the grant no, scheme code, budget type, HOD, financial year, demand 
amount and save the details.   

4.4.6.1.1 Placing Demand 

1. User can access demand form as shown in the figure below: 

 

Fig - 256 

2. Fill in the fields related to budget demand like grant no, major head code, scheme code, 
financial year and file no, as shown in the image below: 

 

Fig - 257 
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3. Click on ok button, drop down the list of individual object code  appears on the screen 
enter demand amount and write the purpose for demand, further click on check amount 
button, the sum  total of amount demanded on all the objects code are calculated in the last 
row, as shown in the image below 

 

Fig - 258 

4. User can also add object codes, as shown in the image below 

 

Fig - 259 
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5. Click on save button, the amount entered for demand is saved and the message of success 
appears on the screen, as shown in the image below 

 

Fig - 260 

4.4.6.1.2 Uploading Document 

After the demand id is obtained it is mandatory to upload document, like discussed in bills 
module. Please follow below mentioned steps: 

1. Click on upload document tab from the menu.  

2. New page is available on the screen. 

3. Select batch id that was created earlier from the drop down menu. 

4. Select file to upload 

5. Enter remark 

6. Click on upload button, pop up message of successful uploading of document is generated 
on the screen  

4.4.6.1.3 Reports 

After uploading document, user can also view the demand made as described below: 

1. Click on Report tab from the menu.  

2. New page is available on the screen. 

3. Select batch id that was created earlier. 
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4. Click on select button. 

 

Fig - 261 

5. User can view the demand that was placed earlier in the form of report. 

6. User can also click on print button, in order to obtain printed copy of budget demanded. 

As shown in the image below:  

 

Fig - 262 

4.4.6.1.4 Approval 

Approval process of budget is discussed in the approval module above, kindly refer to 
approval module. Approve budget id from all the three levels that is operator, supervisor and 
officer, further the budget id is pushed to HOD level. 
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4.4.6.2 Budget Surrender 

In order to surrender the budget to the HOD that was allotted to the DDO, the operator can 
surrender the budget using the budget surrender portal. This portal comprises of fields like 
allotment ID, HOD (surrender to), budget type, grant no, major head code, scheme code, 
financial year, file no. 

4.4.6.2.1 Surrendering Budget 

1. User can access surrender form as shown in the figure below: 

 

Fig - 263 

2. Fill in the fields related to budget surrender like surrender to, grant no, major head code, 
scheme code, financial year and file no, as shown in the image below: 
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3. Click on ok button, drop down the list of individual object code appears on the screen 
enter surrender amount and write the purpose for demand, further click on check amount 
button, the sum  total of amount demanded on all the objects code are calculated in the last 
row, as shown in the image below 

 

Fig - 265 

4. Click on save button, the amount entered for surrender is saved and the message of 
success appears on the screen, as shown in the image below 

 

Fig - 266 

4.4.6.2.2 Approval 

Approval process of budget is discussed in the approval module above, kindly refer to 
approval module. Approve budget id from all the three levels that is operator, supervisor and 
officer, further the budget id is pushed to HOD level. 

4.4.6.3 Reports 

Reports portal provides us the details regarding budget. It consists of total 6 screens, which 
basically elaborates the report of the budget. Following are execution steps to view budget 
reports: 

 Execution steps:  Click on budget→ Report→ Select the type of budget→ Fill all the required fields’ 

→Click on show report   
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1. User can access the reports as shown in the figure below: 

 

Fig - 267 

1 BM-4 

BM-4 stands for budget manual form 4. It is a register of allotment and expenditure by 
disbursing officers. It provides us the date wise details of the voucher passed with the amount 
followed with the total expenditure, till previous month expenditure, allotted budget, and 
remaining budget.  

1. User has to enter treasury, DDO, grant no, scheme code, month and year, as shown in the 
image below:  

 

Fig - 268 

2. Click on show report button, BM 4 report is obtained on the drop down screen as shown in 
the image below: 

 

Fig - 269 
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2.DDO reconciliation(BM-5) 

 BM-5 stands for budget manual form 5. This form allows DDO to get access to the detailed 
information of bill date wise, details like the bill no, voucher no, amount, deductions, UTR 
number, date of voucher generation, head code from which the amount was deducted etc. It 
is also called reconciliation statement. DDO is expected to verify this form every month to 
ensure that all the amounts drawn by him from the treasury have correctly been entered. 

1. User has to select month and year, as shown in the image below:  

 

Fig - 270 

2. Click on show report button, BM 5 report is obtained on the bottom of the screen as shown 
in the image below: 

 

Fig - 271 
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3. Budget Surrender 

 Provides us the details of the budget that has been surrender scheme wise, details like 
surrender id, scheme code, letter no, letter date and the amount surrendered. 

1. User has to select financial year, grant no, major head code, scheme code, budget type, 
list of budget surrender in the scheme appears on the screen, as shown in the image below:  

 

Fig - 272 

4. Budget Register 

As per budget manual 2012, a DDO is also expected to maintain a budget control register in 
the form of B.M. 11. This report provides DDO the details having scheme wise details of the 
amount that has been allotted, expenditures that took place and the remaining amount, with 
the voucher details of the expenditure and allotment.  

1. User has to enter date from and to, as shown in the image below 

 

Fig - 273 

2. On clicking submit button, drop down the screen with budget register appears, as shown in 
the image below 

 

Fig - 274 
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4.4.7. Income Tax Module 

This module deals with income tax returns of the employees. System shall have various forms 
to be filled by employees.  

 

 

1. User can access the reports as shown in the figure below: 

 

Fig - 275 

24Q report provides the quarterly detailed report of amount deducted in income tax by the 
DDO of the individual employee in the organization, along with the detail of taxable amount, 
employees PAN no. 

1. Click on show report button, shown in the image below: 

 

Fig - 276 

2. New window opens up as shown in the image below: select financial year and period, click 
on get button 

 

Fig - 277 

Execution steps:  Click on income tax→ Select the type of report.  
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3. 24 Q form is obtained as shown in the figure below: user can access the printed copy of 
report 

 

Fig –278 

 

Fig - 279 
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26Q report provides the quarterly detailed report of amount deducted as income tax by the 
DDO of the individual Firm, along with the detail of taxable amount, and PAN number of the 
firm. 

1. Click on show report button, shown in the image below: 

 

Fig - 280 

2. New window opens up as shown in the image below: select period and year, click on get 
button  

 

Fig - 281 

3. 26 Q form is obtained as shown in the figure below: user can access the printed copy of 
report 

 

Fig –282 
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Fig - 283 

 24Q (Monthly) provides the month wise detailed report of amount deducted in income tax by 
the DDO of the individual employee in the organization, along with the detail of taxable 
amount, employees PAN no. 

1. Click on show report button, shown in the image below: 

 

Fig - 284 

2. New window opens up as shown in the image below: select period and year, click on get 
button 

 

Fig - 285 
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3. 24 Q (monthly) form is obtained as shown in the figure below: user can access the printed 
copy of report 

 

 

Fig - 286 
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4.4.8. MIS Module 

This module provides the user with various kinds of reports that are necessary to track the 
payment related details.  

Following are different kind of reports available under MIS menu: 

4.4.8.1.11C Register 

1. User can access the reports as shown in the figure below:  

 

Fig - 287 

2. User is directed to the page shown below: enter from date and to date, as shown in the 
image below:  

 

Fig - 288 

3. Click on show report button, drop down the screen report is generated that contains the 
11C number wise list of bills passed in that particular time period, as shown in the figure 
below: 

 

Fig - 289 
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4.4.8.2. UTR Details 

1. User can access the reports as shown in the figure below:  

 

Fig - 290 

2. User is directed to the page shown below: enter transaction id whose UTR status is to be 
checked, as shown in the image below:  

 

Fig - 291 

3. Click on show  button, drop down the screen report is generated that provides the user 
with UTR number along with the detail of party to whom the payment is made, as shown in 
the figure below: 

 

Fig - 292 
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4.4.8.3. Bill status report 

1. User can access the reports as shown in the figure below:  

 

Fig - 293 

2. User is directed to the page shown below: select district, treasury, DDO, enter date from 
and to, select bill type, as shown in the image below:  

 

Fig - 294 

3. Click on show report button, drop down the screen report is generated that provides the 
detail of total number of bills and amount passed by the selected treasury for the DDO 
selected, along with approved and pending bill in each level, as shown in the figure below: 

 

Fig - 295 

https://cts.uk.gov.in/


134 

                  

 
 

Integrated Financial Management System ( https://cts.uk.gov.in )                                            
  Back 

134 

DDO User Manual 
 

4.4.8.4. Payment Status Report 

1. User can access the reports as shown in the figure below:  

 

Fig - 296 

2. User is directed to the page shown below: select date from and to, as shown in the image 
below:  

 

Fig - 297 

3. Click on show button, drop down the screen report is generated that provides the status of 
transaction ids of the date selected, status report DDO, treasury and RBI wise, as shown in 
the figure below: 

 

Fig - 298 
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4.4.8.5. Pension Contribution Statement 

1. User can access the reports as shown in the figure below: 

 

Fig - 299 

2. User is directed to the page shown below: enter employee code and select financial year, 
as shown in the image below:  

 

Fig - 300 

3. Click on show button, drop down the screen report is generated that provides the NPS 
contribution detail of the employee, financial year wise, as shown in the figure below: 

 

Fig -301 
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4.4.8.6. Voucher List 

1. User can access the reports as shown in the figure below: 

 

Fig - 302 

2. User is directed to the page shown below: select treasury code, DDO code, select date 
from and to, as shown in the image below:  

 

Fig - 303 

3. Click on submit button, drop down the screen report is generated that provides the 
voucher detail of the bills passed in the period selected, as shown in the figure below: 

 

Fig - 304 
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4.4.8.7. Search Payment 

To search any payment to any employee by the DDO, follow below steps: 

1. User can access the reports as shown in the figure below: 

 

Fig - 305 

2. User is directed to the page shown below: enter employee code, as shown in the image 
below:  

 

Fig - 306 

3. Click on submit button, drop down the screen report is generated that provides the list of 
all the bills passed in favor of that employee, as shown in the figure below: 

 

Fig - 307 
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4.4.8.8. Status Report 

1. User can access the reports as shown in the figure below: 

 

Fig - 308 

2. User is directed to the page shown below: select date from and to and select bill type, as 
shown in the image below:  

 

Fig - 309 

3. Click on submit button, drop down the screen report is generated, as shown in the figure 
below: 

 

Fig - 310 
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4.4.8.9. Check Pension Status 

1. User can access the reports as shown in the figure below:  

 

Fig - 311 

2. User is directed to the page shown below: select status check treasury and status for, drop 
down the screen report is generated, that provides the detail of employee’s pension paper 
detail as per the selection made above, as shown in the figure below: 

 

Fig - 312 
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4.4.9. Approval Module 

All the bills, pension paper, budget and change statements goes through the process of 

approval from initial level to higher level (i.e. from operator͢͢͢͢͢͢͢͢͢→supervisor→officer) through 

approval module.  

4.4.9.1: Bills Approval 

Step 1: Accessing the approval tab at operator level, approval tab is provided in the menu 
bar, on clicking approval tab drop down list of menu appears on the screen that provides the 
user to approve bills, change statement, pre-2016 and budget, as can be seen in the figure 
below: 

 

Fig - 313 

Step 2: On clicking on Bills menu, user is directed to the page attached below: bill related to 
pension, utility, vendor payment, claims, supplementary salary; manual salary all are will be 
visible in this page once the user generates the bill. 

 

Fig - 314 
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On clicking select button provided with the transaction id directs the user to additional page 
as below: 

 

Fig - 315 

Enter remark and click on approve button, to push to the next level that is supervisor, user 
can also click on print button in order to access printed copy of bill: 

 

Fig - 316 
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Step 3: Accessing the approval tab at supervisor level, approval tab is provided in the menu 
bar; on clicking approval tab drop down list of menu appears on the screen that provides the 
user to approve bills, change statement, pre-2016 and budget, as can be seen in the figure 
below: 

 

Fig - 317 

Click on bills menu, user is directed to the page attached below: all the bill passed by 
operator are displayed for further approval process, as shown below: 

 

Fig - 318 

Enter remark and click on approve or return button as per the requirement, on clicking 
approve button bill is push to the next level that is treasury, and on clicking return button bill 
is directed back to the operator, click on print button in order to access printed copy of bill: 

 

Fig - 319 
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On clicking approve button pop up message is displayed on the screen as shown in the image 
below: 

 

Fig - 320 

4.4.9.2 Change statement approval 

Once the changes are made before executing salary of the month, the changes made are 
captured in form of change statement under approval section. For making payment and 
passing the bill in treasury towards the payment for salary, it is made necessary in the system 
to pass change statement to treasury. Thus, below are the few steps that describe the entire 
process of change statement approval:   

Click on change statement tab as shown in the figure below: 

 

Fig - 321 

Select the salary batch id that is the change of the month of which the salary is to be 
processed as shown below: 

 

Fig - 322 
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User is provided with 3 buttons that are required in order to approve the change statement, 

Firstly, click on generate button, 

 

Fig - 323 

Message of successful generation of change statement is visible on the pop up screen. 

 

Fig - 324 
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Click on view change statement button, in order to down and access printed copy of change 
statement that was generated in previous step.  

 

Fig - 325 

Write remark and Click on approve/ forward button as shown in the image below. Change 
statement is pushed to supervisor level for further approval. 

 

Fig - 326 
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Login by the supervisor level if supervisor and operator are two different people and for cases 
where the supervisor level authority lays with same operator change the role by clicking on 
the supervisor tab. 

 

Fig - 327 

Click on change statement as discussed in the earlier section and shown in the screen below: 

 

Fig - 328 

Write remark and click on approve button to push the change statement to officer level. 

 

Fig - 329 
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Pop up message of successful approval is generated on the screen as shown in the image 
below: 

 

Fig - 330 

Login by the officer level if all the roles are handled by different people and for cases where 
the authority lays with same person change the role by clicking on the officer tab. 

 

Fig - 331 

Click on change statement tab as shown in the image below: 

 

Fig - 332 
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Write remark and click on approve or reject button as per the requirement. On clicking 
approve button the change statement is pushed to treasury level. 

 

Fig - 333 

Pop up message of successful approval is generated on the screen as shown in the image 
below: 

 

Fig –334 

4.4.9.3 Budget Approval 

Once the budget is demanded or surrenders, it is captured in approval section. Further for 
passing the request to HOD level, budget id goes through the process approval from all the 
three levels. Thus, below are the few steps that describe the entire process of budget 
approval:   

User can access budget approval tab as shown below;  
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Fig – 335 

 
Once the user clicks on the budget approval tab, user is directed to page shown 
below, it consists of all the budget ids created while the budget is demanded, 
surrendered or disbursed: 

 

 
Fig – 336 

Click on select button provided with the budget id, drop down the page the budget 
demanded is visible as can be seen in the on the image below, similarly for the budget 
surrendered on selecting the budget id drop down the list the budget surrendered will 
be visible: 

 
Fig – 337 
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Enter remark and click on approve button for pushing the budget id to next level that 
is supervisor. 
 
On supervisor level user can access budget approval tab as shown below;  

 
Fig – 338 

Once the user clicks on the budget approval tab, user is directed to page shown 
below, it consists of all the budget ids passed or we can say approved by operator: 
 

 
Fig – 339 

Click on select button provided with the budget id, drop down the page the budget 
demanded or surrendered is visible as can be seen in the on the image below,  
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Fig – 340 

 
Enter remark and click on approve button for pushing the budget id to next level that 
is officer. 
On officer level user can access budget approval tab as shown below;  

 
Fig – 341 

Once the user clicks on the budget approval tab, user is directed to page shown 
below, it consists of all the budget ids passed or we can say approved by supervisor: 
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Fig – 342 

Click on select button provided with the budget id, drop down the page the budget 
demanded or surrendered is visible as can be seen in the on the image below,  

 
Fig – 343 

 

Enter remark and click on approve button for pushing the budget id to next level that is HOD, 
Pop up message of successful approval is generated on the screen as shown in the image 
below and on clicking return button budget id is send back to the operator level and can be 
viewed at the upload document page. 

 
Fig – 344 
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