~ Uttarakhand

e R e

SGHS OPD and
E- SIGN USER MANUAL

Finance Data Center
Directorate of Treasuries, Pension and

Entitlements
23 Laxmi Road Dalanwala, Dehradun,

Uttarakhand




SGHS OPD User Manual Q1S

Document Control Sheet
Sr.No. Version Authors Reviewed by Guided By Issue Date

1 V1.0 Ms Shivanshi Joshi 1. Mr G D Belwal Mr M K Pandey 15.03.2021
(Assistant Director)

Release 1.0 March, 2021

Courtesy
CDAC: The Centre for Development of Advanced Computing

UIDAI: Unique Identification Authority of India

Disclaimer

The information contained in this user manual is provided solely for informational and guidance
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free to check the accuracy, reliability and completeness of the information in this document.
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spotted, users of this manual are requested to inform Finance Data Center by shooting an email
to
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List of Abbreviations

. CTS- Core Treasury System

. DDO- Drawing and Disbursing Officer

. EMP- Employee

. GOV- Government

. IFMS- Integrated Finance Management System

2
3
4
5
6.
7
8
9

LPC- Last Pay Certificate

. MOB- Mobile
. OTP- One Time Password

. PDF- Portable Document Format

10. PPO- Pension Pay Order

11. UIDAIS- The Unique Identification Authority of India
12. UK- Uttarakhand

13. URL- Uniform Resource Locator

14. VID- Virtual ID

&IFMS

oot Utrakhand
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1. Introduction

The objective of SGHS is to reduce catastrophic health expenditure, improve access to quality
health care, reduce unmet needs and reduce out of pocket healthcare expenditures of
Government Employee and Pensioners and Remaining Population that are Beneficiary Family
Unit. These eligible Atal Ayushman Uttarakhand beneficiary families will be provided
coverage for secondary, tertiary and day care procedures (as applicable) for treatment of
diseases and medical.

Government Employee and Pensioners, Beneficiary Family Unit refers to those eligible
families including all its members which are Government Employees & pensioners of
Uttarakhand, Government Employee & pensioners of Corporations/Authorities and any other
Government aided entity and Organizations of Uttarakhand Government those who have paid
member contribution.

For now, the golden cards provided to the State Government employees and pensioners
covers IPD charges (that is a unit of a hospital or a healthcare facility where patients are
admitted for medical conditions that require appropriate care and attention. An Inpatient
Department of the hospital is equipped with beds, medical equipment’s, round the clock
availability of doctors and nurses) and where as for OPD charges ( that is Outpatient
Department treatment refers to those cases when the treatment and diagnosis of the ailment
is done on advice of a medical practitioner or doctor, by simply visiting their clinic or any
other consultation room) reimbursement is made to the employee or pensioner using SGHS
OPD menu along with this the bill created using this menu is digitally signed by the DDO thus
requiring no paper-based application form or documents. The User Manual contains all
essential information for the users so that they can make full use of the IFMS software. This
manual includes a description of the module functions and capabilities, contingencies and
alternate modes of operation, and step-by-step procedures for module 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 for creating bill against SGHS OPD and has all the
details regarding E-Sign the created bill which is helpful for users. This document expresses
working of the module 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

This user manual is intended to be used by all the Department of Uttarakhand. Separate user
manuals have been/are being prepared for other aspects of IFMS software.

1.3 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.

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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2. Instructions

2.1 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 Core Treasury System:

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

2.2 User id and Password

To work on IFMS and Core Treasury System software the user needs to have an active user id
and password. User id, in 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 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 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 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.

2.3 Single Sign On

IFMS provide 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.

2.4 Automatic handling of change of role and place

Transfers and promotions are routine in Government organizations, therefore to make the
working on software 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, treasury
officers need to contact Finance Data Center for making changes in their roles.

2.5 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.

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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3. Description and Steps

3.1. 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:

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

3.3 Components of SGHS OPD Bill and E-Signing
SGHS bill and E-Signing module has following 5 components:

1. Create Virtual ID: For E-signing the document it is mandatory for user to have virtual id
which is 16-digit random number, which together with biometrics of the user gives limited
details such as name, address and photograph - enough for any verification.

2. Create SGHS OPD Bill: In order to create reimbursement bill against OPD that is treatment
refers to those cases when the treatment and diagnosis of the ailment is done on advice of a
medical practitioner or doctor, by simply visiting their clinic or any other consultation room.

3. Approval: All the bills, pension paper or change statements goes through the process of
approval from initial level to higher level (i.e., from operatorsupervisor—officer) is done by
approval module.

4, E-Sign Bill: Once the user has approved the bill it is to be e-signed by the officer, once the
officer e-sign the bill than only he/she can push it to Ayushman department for initiating
payment.

Note: For now, E-signing bill facility is only provided for Sales Tax Refund bill and SGHS OPD
thus it is mandatory for officers (departmental) to have access to his/her virtual id in order to
e-sign the document. If in case user have id generated from before he/she may use that id,
user may skip the part of creating new virtual id and continue with creating SGHS OPD bill.
For those users who doesn’t have his/her virtual id should follow the steps from creating
Virtual Id. Creating virtual id is one time process.

Let us learn how the DDO can create the SGHS OPD reimbursement bill and officers can E-Sign
the created bill:

Execution steps: Create virtual ID-> Create SGHS OPD bill-> Approve the bill from all the
three levels—> E-sign the bill-> Validate Signature—>

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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3.4.1 Virtual Id
What is Virtual ID?

VID is a temporary, revocable 16-digit random number mapped with the Aadhaar number
which together with biometrics of the user gives limited details such as name, address and
photograph - enough for any verification. VID can be used in lieu of Aadhaar number
whenever authentication or e-KYC services are performed. Authentication may be
performed using VID in a manner similar to using Aadhaar number. It is not possible to
derive Aadhaar number from VID.

How to generate Virtual ID?

Presently, VID generation facility is available on UIDAI's resident portal. Below is step by

step guide for generating virtual id
1. Go to https://resident.uidai.gov.in/vid-generation. User is directed to the home that
is attached below,

g Unique Identification Authority of India
), Government of India

N
AADHAAR

My Aadhaar ~ About UIDAI ~  Ecosystem ~ Media & Resources ~  Contact & Support ~

My Aadhaar > Aadhaar Services > Virtual ID (VID) Generator

Generate / Retrieve Virtual ID (®® Frequently Asked Questions
igit leu

happed with the Aadh

Use Aadhaar Freely

Enter 12 digit Aadhaar number (UID) mA;dh;;H i o
im
Aadhaar Paperless Offline e-kyc =i
View All ;@)ﬂ
The new m
n mAadhaar app
Fig-001
2. Enter Aadhaar Number & Security Code Instructions in the home page that is attached

above Fig-01 to create Virtual ID. Further click on Send OTP button provided on the screen as
shown in the image below;

My Aadhaar > Aadhaar Services > Virtual ID (VID) Generator

Generate / Retrieve Virtual ID

VID is a temporary, revocable 16-digit random number mapped with the Aadhaar number. VID can be used in lieu
of Aadhaar number whenever authentication or e-KYC services are performed. Authentication may be performed
using VID in a manner similar to using Aadhaar number. It is not possible to derive Aadhaar number from VID.

Create or retrieve lost / forgotten a 16 digit Virtual ID for your Aadhaar.

Enter 12 digit Aadhaar number (UID)

Aadhaar Number * i
12 Digit UID (1234/1234/1234)

5 870020 6®380 7&

Captcha Verification * O

Type the character you see in the picture

fk4ch | s
Send OTP Or Enter TOTP

Fig-002

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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3. Further on the drop down few fields will add up for entering OTP. Enter the
OTP received on registered mobile number, select Generate VID & Click on Submit as
shown in the image below;

Generate / Retrieve Virtual 1D

VID is a temporary. revocable 16-digit random number mapped with the Aadhaar num ber. VID can be used in lieu
of Aadhaar number whenever authentication or e-KYC services are performed. Authentication may be performed
using VID in a manner similar to using Aadhaar number. It is not possible to derive Aadhaar number from VID.

Create or retrieve lost / forgotten a 16 digit Virtual ID for your Aadhaar.

Enter 12 digit Aadhaar number (UID)

Aadhaar Number = ==
12 Digit UID (1234/1234/1234)
L - L - - L _J

Or
[ o N o

Enter OTP/TOTP = &

Generate/Retrieve VID = ©O

@ Generate VID (O Retrieve VID

Generate

Fig-003

4. VID will be generated upon successful OTP verification & will be sent on mobile number
registered with Aadhaar.

Generate / Retrieve Virtual ID

Your Virtual ID (VID) is sent to your registered Mobile number.

In case you have changed your mobile number or you wish to change the registered Email you are
required to get it updated in your Aadhaar as soon as possible.

Locate an Enrollment Center

Generate Another VID Or Go to My Aadhaar

Fig-004

3.4.2 Creating SGHS OPD Bill

In order to initiate reimbursement against OPD bills for employees and pensioners, DDO is
provided with the option to create bill for the following. let us learn how department can
create the bill;

3.4.2.1 Create Bill

1. At the operator end of DDO, user is provided with menu bar with various modules.
User can access SGHS OPD as shown in the image attached below; click on HRMS in
the menu bar as a result drop down menu appears on the screen from which select
Claim Entry further drop-down menu appears on the screen with the list of all

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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possible claim type, from the list click on SGHS OPD (HRMS-> Claim Entry=> SGHS
OPD)

Budget not distributed in this Grant and Scheme In

Financial Year

Claims Entry «

Claims Procesing +

SGHS Entry «

DDO Charge Transfer =
1. TS TR e il & 3@ Reports ~
[RIT 3¥ =T 214/XXVII1-3-2020-04/2008 |

Leave v

ACR ~
PR e B N e e R D A DA L ——
R 22 WSOEIK)(VI(S}/430/1/2015/2019 33 & ...

DDO Details

Director Treasury MRTDO1117E
Pension
Entitlement

DDun

05MRTDO01117E1D7

Budget Status

TA Claim

Medical Reimbursement
Misc Reimbursement
Employee Advance

LTC Claim

Savings

TTA Claim

Leave EncashMent
Revised Leave Encashment
Bonus Bill

SGHS OPD

stter
019 ( CCL DCL)
irch 2019

irch 2019

irch 2010

To Know Processing of IFMS Please Click Here
(IFMS Instructions)

For IFMS User Manual Click Here

Fig-005

2. On selecting SGHS OPD from the drop-down menu user is directed to the page
attached below. Here user is provided with various fields for creating reimbursement
bill, as we can be seen in the image attached below.

Medical Claim

Select Action (@ Create Bills ( Upload Documents ( )Submit ( Print

Employee Code/GRD No |

| Employee Name/Pensioner Name

Dependent Name :

Haspital Type

* Claim Id 1
[ select

@Empanalled

| Dactor Name

(Othars State Code

| NEW

| select

| Doctor's Qualification :

~ | Dist code

Hospital Name |

Disease Name : [ | Treatment Date : | |

ouea [ |
L | i Type Invoice Number Invoice Date Shop/Hospital/Pathology Amount
| Bill/Prescription M I Ii[ il il
| Bill/Prescription ~|| Il I Il o
| Bill/Prescription ~|[ Il il Il o
| Bill/Prescription ~|[ It il Il o
[Bitpreseri “ll Il Il Il 3
e
‘ Emp Code ‘ Name ‘ Name ‘ Disease ‘ Amount ‘De\ete ‘

Fig-006

3. Fillin the form like we have filled in the image attached below;

e Enter employee code or GRD no of the employee or pensioner whose reimbursement
bill is to be created, like we have entered as can be seen in the image attached
below. As soon as the user enters the employee code by default name of the employee
starts appearing in the column provided right next to the employee code, as can be
seen in the image.

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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Select claim id like we have selected NEW, user can also select the batch id from the
drop-down menu if in case he/she wishes to edit the data filled previously. Since we
are creating the fresh case therefore, we will select NEW as claim id.

Select dependent name from the drop-down list of all the dependents whose
treatment reimbursement is to be claimed.

Select Action

Employee Code/GRD No

Dependent Name
Hospital Type

Hospital Name

Disease Name :

(®Create Bills ( Upload Documents ( )Submit (Print

|a2790313700086 | Employee Name/Pensioner Name Ms Shivanshi Joshi

* Claimid: | NEW ~

Select | Doctor Name | | Dactor's Qualfication : | |

| select | Dist Code | v

Late MOHAN CHANDRA JOSHI,Father

Mrs SEEMA JOSHI,Mother
Ms SHIVANSHI JOSHI,SELF ‘
Treatment Date : | |

Details m
b | [mintype Invoice Number Invoice Date Shap/Hospital/Pathalogy Amount
| i/prescription ~|[ I If Ii[ o
| Bil/prescription ~|| If If Iil o
| Bill/Prescription v‘ | ‘ ‘ ‘ ‘ ‘ | u‘
| Bil/prescription ~|[ If If il o
| Bill/prescription ~|l If If If o
‘ Emp Code ‘ Name ‘ Name ‘ Disease ‘ Amount ‘ Delete ‘

Fig-007

After selecting name of the patient, continue with filling rest of the columns.
Enter name of the consulting doctor and his/her qualification.

Further select hospital type.

Select state from the drop-down list of states.

attached below;

Medical Claim

Select Action (@Create Bills (Upload Documents (Submit (OPrint
Employee Code/GRD No [42700313F00086 | Employee Name/Pensioner Name Ms Shivanshi Joshi
* Claim Id : [ New ~
Dependent Name Ms SHIVANSHI JOSHI,SEI ~ | Doctor Name XYZ Doctor's Qualification : |MBBS |
Hospital Type @Empanelled (Others  State Code Uttarakhand:05 ~ | Dist Code ~Select ~
Hospital Name [select vl | Almora
Chamoli
Details Champawat
. Dehradun
8ill Type Invoice Number Invoice Date Shop/Hospital/Pathology | Garhwal
ol procerin Haridwar
-
ill/Prescription Nainital
Bill/Prescription “ New Delhi
Others
Bill/Prescription ~ Pithoragarh
Bill/Prescription - Rudraprayag
Tehri Garhwal
Bill/Prescription v Udham Singh Nagar
Uttarkashi K
Emp Code Name | Name ‘ Disease Amount Delete

Fig-008

Select district from the drop-down list of districts as can be seen in the image

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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e After selecting state and district, select name of the hospital from the drop-down list
where the treatment is being taken from name of the patient, as can be seen in the
image attached below.

Select Action (@Create Bills ()Upload Documents ()Submit (Print
Employee Code/GRD No |42790313FDDOBG ‘ Employee Name/Pensioner Name Ms Shivanshi Joshi
* Claimid: [ new v

Dependent Name : Ms SHIVANSHI JOSHI,SE| v | Doctor Name XYZ Doctor's Qualification : |MBBS |
Hospital Type (@Empanelled (Others State Code Uttarakhand:05 ~ | Dist Code | Dehradun v|

Hospital Name | -Select V‘ ‘

Disease Name : -Select =
govt doon medical college hospital dehradun

Che doiwala

CHC Vikasnagar m

|

* Bill Type Pandit Deen Dayal Upadhyay govt Hospital Dehradun oice Date Shop/Hospital/Pathology Amount
SPS Govt Hospital Rishikesh
Bill/Prescription CHC Sahiya 0|
Bill/Prescription Combined Govt Hospital Prem Nagar ol
CHC Chakrata
Bill/Prescription CHC RAIPUR 0|

GOVT SAINT MARRY HOSPITAL

All India Institute of Medical Sciences Rishikesh
Bill/Prescription chcsahaspur o
STATE MENTAL HEALTH INSTITUTE

CHC Mussoorie
Kalindi Hospital lear Show Report

Bill/Prescription

PREMSUKH HOSPITAL

Emp Code Jeevan Jyoti clinic

M M NAITHANI EYE CENTRE

RAMRATI EYE HOSPITAL -

Disease Amount Delete

s sse——s—

Fig-009

e Enter name of the disease whose treatment is being taken.
e Further enter treatment date.

Medical Claim

Select Action (@Create Bills ()Upload Documents ()Submit (_)Print
Employee Code/GRD No |42790313F00086 ‘ Employee Name/Pensioner Name Ms Shivanshi Joshi
* Claimld: ‘ NEW v

Dependent Name : Ms SHIVANSHI JOSHI,SEl v | Doctor Name _ Doctor's Qualification : ‘MBBS |
Hospital Type (@Empanelled ()Others State Code Uttarakhand:05 ~ | Dist Code ‘Dehradun V|

Hospital Name | SYNERGY INSTITUTE OF v |

Disease Name : XYZ Treatment Date : Ol-Mar—ZDNJ

Details m

Bill Type Invoice Number Invoice Date Shop/Hospital/Pathology Amount
Bill/Prescription v 0|
Bill/Prescription v 0|
Bill/Prescription v 0|
Bill/Prescription v 0|
Bill/Prescription v 0|

SR
Emp Code Name ‘ Name ‘ Disease Amount Delete

Fig-010

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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After filling general detail related to hospital and treatment, next step is filling up
details related to payments. Enter invoice number, invoice date,
shop/hospital/pathology name and amount, as can be seen in the image attached
below. In the similar manner user can enter amount for multiple bills by entering one
by one in next row.

Medical Claim

Select Action

Employee Code/GRD No |42790313F00086 | Employee Name/Pensioner Name Ms Shivanshi Joshi

(@Create Bills (Upload Documents ()Submit (OPrint

* Claim Id : [ new >

Dependent Name : Ms SHIVANSHI JOSHI,SE| v | Doctor Name XYZ Doctor's Qualification : |MBBS
Hospital Type @Empanelled (Others State Code Uttarakhand:05 ~ | Dist code | Dehradun - ‘

Hospital Name | SYNERGY INSTITUTE OF ~ || |

Disease Name : XYZ Treatment Date : 01-Mar-2021

petalle m

1
Bill Type Invoice Number Invoice Date Shop/Hospital/Pathology Amount
Bill/Prescription w123 01-MAR-2021 xyz [ 5000
Bill/Prescription v 0
Bill/Prescription ~ o
Bill/Prescription ~ 0
Bill/Prescription ~ 0
Show Repun
Emp Code Name Name | Disease Amount Delete

Fig-011

After filling up the form click on save button, as a result as a result all the data is
saved, along with this pop-up message is generated on the screen with the message
“SUCCESS: RECORD UPDATED WITH ID-MB1200427903211003”, as can be seen in the
image attached below;

Medical Claim

Select Action

Employee Code/GRD No [42790313F00086 | Employee Name/Pensioner Name Ms Shivanshi Joshi

(@Create Bills (_Upload Documents ()Submit ()Print

* ClaimId : ‘ MB1200427903211003:15-MAR-2( v

Dependent Name : Ms SHIVANSHI JOSHI,SEI ~ | Doctor Name XYZ Doctor's Qualification : |MBBS ‘
Hospital Type @Empanelled ()Others  State Code Uttarakhand:05 ~ | Dist Code [ pehradun v

Hospital Name SYNERGY INSTITUTE OF v
@ SUCCESS: RECORD UPDATED WITH ID-MB1200427903211003

Disease Name : XYZ Treatm|

| [t rype Invoice Number Invoice Date ‘Shop/Hospital/Pathology Amount
Bill/Prescription ~|l123 01-MAR-2021 xvz 5000
Bill/Prescription ~ 0|
Bill/Prescription ~ 0|
Bill/Prescription ~ o
Bill/Prescription > o

= e

Emp Code Name ‘ Name ‘ Disease Amount Delete

Fig-012

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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3.4.2.2 Uploading Document

1. After saving the data at the top of the page click on next tab of select action i.e.,
upload documents tab. User is provided with radio buttons in order to select action
thus user can shift from one tab to another by just clicking. After the data is
successfully saved in create application tab, transaction id created here is by default
captured in upload document tab. On clicking upload document radio button user is
directed to the page attached below, here user has to upload the supporting
document for the entry made earlier.

Medical Claim
Select Action ("Create Bills (®Upload Documents ()Submit (Print
Employee Code/GRD No ‘42790313F00086 ‘ Employee Name/Pensioner Name Ms Shivanshi Joshi

Upload

Fig-013

2. Select batch id from the drop-down menu bill id is basically the transaction id that
was in create application tab, as we can see in the image attached below that for
now, we have only one id i.e., “MB120042790321003_42790313F000086”, thus click
on the id in order to select.

Medical Claim
Select Action (_Create Bills ®Upload Documents (Submit (Print
Employee Code/GRD No |42790313F00086 ‘ Employee Name/Pensioner Name Ms Shivanshi Jashi

BatchId | Select v

Select
Uplo MB1200427903211003:42790313F00086

Fig-014

3. As soon as user select the batch id in the tabular format data of the bill is displayed
along with option to select document type for which the document is being
uploaded, as can be seen in the image attached below.

Select Action (_Create Bills ®Upload Documents ( Submit (_Print

Employee Code/GRD No ‘42?003 13F00086 ‘ Employee Name/Pensioner Name Ms Shivanshi Joshi

Batch Id ‘ MB1200427903211003:4; ~

1 MB1200427903211003 |42790313F00086| Ms Shivanshi Ms SHIVANSHI XYZ 5000 O O o O
Joshi JOSHI - - -

Sanction

Bills/Pi il
s/Prescription Order

Medicine Pathology

Fig-015

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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4. Click on choose file button which is provided with select file field, as a result pop up

window generates on the screen, select supporting document file in pdf format from
the system, click on open button;

@ open X
4+ 15 » ThisPC » Documents » o o
Organize » jew folder =
e e oe TREACODE ~ DDO CODE
shivanahi 1200 2279
USER MANUAL
o ot
- IMr Bikram Singh Jantwal , Oparator | Last Login : 15/03/2021 10:5453aM ¢ (D)
“This PY
" :_ Custom Office ACP_0001 Febleaverecord  MPR Feb 0001 Sean_0001 Sean 0002 Scan 0003
30 Objects Templates
I Desktop
%] Documents
e o o o o
D Music
& Pictures Scan_0004 Scan_0005 Scan_0006 Scan_0007
| Videos
e Windows (C)) Employee Name/Pensioner Name Ms Shivanshi Joshi
- Mew Volume (D)
MB1200427903211003:4. v
o Network -
Fie name: | | [anFies v
[ Owen ]| conce 5000 o e
-~ * G Choose File | n..cn
‘ I [ ‘ ‘ Bils/Prascription """ Madicine Pathology
Upload
Fig-016

5. After selecting the file from the system, the file name is visible in the column
right next to choose file button, as can be seen in the image attached below;

W e m HEMS = €05
Medical Claim
Select Action

(_Create Bills @®Upload Documents (_Submit (_Print

Employee Code/GRD No

‘42790313 FO0086

‘ Employee Name/Pensioner Name

Batch Id | MB1200427903211003:4; v

Ms Shivanshi Joshi

MB1200427903211003 |42790313F00086| Ms Shivanshi

Ms SHIVANSHI v
/]
JOSHI

Choose File

[ Choose File | sc.af
Sanction

Bills/Prescription Medicine Pathology

Order

Joshi

Fig-017

6. After filling all the fields click on upload button, as a result supporting
document is uploaded and pop-up message is generated on the screen with the
message “SUCCESS: FILE SAVED” as can be seen in the image attached below;

Medical Claim

Select Action (OCreate Bills @®Upload Documents (_)Submit ()Print

Employee Code/GRD No

‘42790313 F00086

‘ Employee Name/Pensioner Name

Ms Shivanshi Joshi

Batch Id
atchd | Select @ SUCCESS: FILE SAVED
—

Upload

Fig-018

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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3.4.2.3 Submit Bill

Qe

e Uttarakhand

1. After uploading the supporting document at the top of the page click on next tab of
select action i.e., submit tab. On clicking submit radio button user is directed to the
page attached below, here all the transaction ids whose supporting document has
been uploaded appears in the tabular manner. In the same grid user is provided with
two buttons
View Button: In order to preview the claim.
Submit Button: In order to submit the claim.

Medical Claim

Select Action (JCreate Bills ()Upload Documents (®Submit (_Print
Employee Code/GRD No 42790313F00086 Employee Name/Pensioner Name Ms Shivanshi Joshi
SL. ‘ .
N Batch Id Emp Code Name Amount View Submit
0.
1 MB1200427903211003 42790313F00086 Ms Shivanshi Joshi 500 View Submit

Fig-019

2. On clicking view button just below the table certificate is generated user can
preview and if found correct than he/she may continue with clicking submit button.

SL.
No.

Batch Id

Emp Code

Name

Amount View

submit

1 MB1200427903211003

42790313F00086

Ms Shivanshi loshi

5001 View

submit

Sif<rardar yA o3

argg Wt/ o Tl & wU F SUaw 'y

& 5f xvz vEiftre B § i i/ stedi/ e Ms Shivanshi Joshi Talt T/ /=mET /T Ms SHIVANSHI J0SHI BumT o xvz I & difea € /8 7 s §
arer I =T F Ty andT s T & w0 F BAfe 01-MAR-2021 BT g

2.9 gri fafes et @ uligw o 9ow are=r & aER € I 1 Rl F qur/foru & G eowwe 0 | su il ofisfee 58 € fres e oom igts e oo o vE gues g
T oz fafififa sl g @ o wufire =0 F @ v codcdia o fsegiw T 21

3.99ER W =g o fyazoy

e v Invoice Number Invoice Date Shop/Hospital/Pathology Amount
Name
Bill 123 p1-MAR-2021 xyz 5000
o 5000
4.3l 3t Rifrearas & wdf % SuaR o0 o amavea dy=E | Sove S e SwRe i) stmEiey fayaes sen
TEIER
Ffee o v i
8 o wiga |

TR [Rufa 7 AT agfor & JR=Ia1d [HlpaTad # 9U€R U S S Ga1 § WHI0 U

Tt T e @ o o /ot /pEEt Ms SHIVANSHI JOSHI =1 XYz 3 3 difsa ur /o ud o sreiis Rl & g Rt suaR #1 smxgea 6 o & soards

@ |

Eiaaiti) TEIER

wipe ffdEs Ffews o o Rfes
19 SngEl Sigd dia

wfergeaaia waf st

& ymifine wwen § 5 A /imd /oERT Ms SHIVANSHI JOSHI 3 SYNERGY INSTITUTE OF MEDRICAL SCIENCE Riffrearea & suar firar qur &t oot Fiftse gfden snesos gver #g

e ot |

TR

ufeafe oot afierd

Fig-020

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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3. On clicking submit button the claim is successfully created and a pop-up message is
generated on the screen with the message “SUCCESS: MEDICAL CLAIM OPD
APPROVED”, as can be seen in the image attached below,

Medical Claim

Select Action (")Create Bills ()Upload Documents (@Submit (Print
Employee Code/GRD No 42790313F00086 - Employee Name/Pensioner Name Ms Shivanshi Joshi
SL.No. | Batch Id Emp Code | View Submit
SUCCESS:MEDICAL CLAIM OPD APPROVED

©Copyright © 2008 Directorate of Treasury, Pensio xserved.2019

Designed, Developed & Maintained By Indus Web Solution Pyt. Ltd.

Fig-021

3.4.2.4 Print Bill

1. After submitting the bill at the top of the page click on next tab of select action i.e.,
print tab. On clicking print radio button user is directed to the page attached below,
here all the transaction ids that are submitted in previous step appears in the tabular
manner with print button. We can see in the image attached below that the case we
submitted earlier is reflecting in the list.

Medical Claim
Select Action ("Create Bills (Upload Documents ()Submit @Print
Employee Code/GRD No 42790313F00086 Employes Name/Pensioner Name ~ Ms Shivanshi Joshi
SL. No. Emp Code Name Amount Print
1 42790313F00086 Ms Shivanshi Joshi 5000 Print
Fig-022

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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2. Click on print button, as a result just below the table certificate is generated, as can
be seen in the image attached below;

5L No. Emp Code Name Amount Print
1 43790313F00086 Ms Shivanshi Joshi 5000 Print

FREICGIR IR e}
g o ) 5 0

2 & vz R e o S/ i/ s Shivanshi Joshi TR A/ AT /76T Ms SHIVANSHI J0SHI 3 i xvz 3 & e /8 7 qwem o
R 4T & & 2 Ay o T w0 A i 01-MAR-2021 FEH

2,5 g ol it @ e & o e o 2 41 ) R £ P & fow o o | 2 i e = € v o e e g o v el e 2
fé o e v e & & s w0 € g T dmciw a e 8

3, SR T 1 @ fige
faa woR Invoice Number Invoice Date Shop/Hospital/Pathology Amount
Name
Bill 123 01-MAR-2021 bz 5000
qm: 5000
4 Tt s vl 2 o e @ e Gy 4| v 1 g 9w weie) Afimm e den
FRIER
Faftrem v
% T R
e Rt o Fo wmepln & ooty Ffeman o ST Wi @ 9t g e @
T o 7 o 4 /R Ms SHIVANSHI J0SHI & vz 3 8 s o1 o o o s i 1 e oo o 1 e o 7 2% e
4
T TR
g fiEeE Ffew 01 T Rt
A IR e HE
vt wat it
3 it e o 4 /e /W) Ms SHIVANGHI J0SHI 3 SYNERGY INSTITUTE OF MEDICAL SCIENCE Tt & 9 fiv ot 3 oty iden oo e 29
|
FHIER
sk K
Fig-023

3.4.3 Approval

After the bill is successfully created, all the bills go through the process of approval from
initial level to higher level (i.e., from operator—supervisor-officer) through approval module.
Let’s see the working for SGHS OPD bill;

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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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:

Aoponl s ReceiptChallan = | Payrol ~ m HANE 8=

Bills

Change Statement
Pre-2016 Approval Year
Budget Approval

GPF Authority Approval
(SGHS) Family Approval
Pran Approval

GPF Opening Balance Approval 1. T SRR R SR Bt s/ e § i
DDO Delegate Approval TS 8 214/XXVII1-3-2020-04/2008 CRlEY 04/...

(SGHS)Opt out(Employee)Approval

IFMS Training(For DDO) Letter

TFMS G.0O NO. 129. dated 20 March 2019 ( CCI DCIY

Leave(Op Bal) Approval

D C Commercial MRTD01340D 05MRTD01340D1D8

Tax Assessment

To Know Processing of IFMS Please Click Here

(IERAS Inctriirtinne)

Fig-024

2. On clicking Bills in the 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. As can be seen in the image attached below
that the SGHS OPD bill, we created earlier is visible under Medical OPD Claim
column, thus we will demonstrate approval module using this case.

Employees Approval

DDO Reconcilation

|S.N(}. | Batch \d|Trea code‘ Ddo Cude‘ Reconcilation From Month ‘ Reconcilation To Month | Reconcilation Month ‘ Remarks‘Approve|Appmve‘

Pension Approval

Medical Opd Claim

1 MB1200427303211003 42790313F00086 Ms Shivanshi Joshi 5000 'Scan_0007.pdf' Select- ~ ||Approve Return
2 MB1200427903211004 23710313M00438 Mr Vinod Singh 1000 'Scan_0006.pdf' Select- ~ ||Approve Return
3 MB1200427903211005 010026529 Mr Gajendra Dutt Belwal 5000 'Scan_0007.pdf' Select- ~ ||Approve Return
Bills
1. 4279 AB1200427903211001 71891 0 BILLS 10-MAR-2021 Select
4279 VP1200427903212006 3500 0 BILLS 10-MAR-2021 Select
3. 4279 VP1200427903212007 62303 0 BILLS 10-MAR-2021 Select

Fig-025

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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3. On clicking select button provided with the transaction id as a result drop down list

of all the possible remarks appears, as can be seen in the image attached below;

- e ]

DDO Reconcilation

|S.No. | Batch \d|Trea code‘ Ddo Code‘ Reconcilation From Month | Reconcilation To Mcnth‘ Reconcilation Month ‘ Remarks|Approve‘Approve|

Pension Approval

Medical Opd Claim

1 MB1200427903211003 42790313F00086 Ms Shivanshi Joshi 5000 'Scan_0007.pdf' Select- v ||Approve Return

2 MB1200427903211004 23710313M00438 Mt Select Approve Return
Approved

As per government order sanction order is incorrect

Bill has been prepared with wrong standard object code
Bill has not been counter signed by the competent authority

Select

Bill not withdrawn as per sanction order/enclosed bill vouchers

1. |42719 AB1200427903211001 . . . . . .

Bills/ vouchers are not enclosed with travelling allowance hill /transfer travelling allowance bill
2. 4279 VP1200427903212006 Budget is not available . Select
3. |4279 VP1200427903212007 DDOs signature dose nat match Select

Essentiality certificate not enclosed with medical reimbursement bill

Tax is not deducted at source under income tax

The certificate for withdrawal of road mileagae allowance is not attached as per FHB Volume 3|
head of account is incorrect

sanction order is not enclosed .

sanction order not issued by competent authority

travelling alllowance bill is imebarred

Fig-026

©Copyright © 2008 Directorate of|

Designq

4. After selecting the remark click on any of the two buttons approve or reject as per
the requirement.

5. Since we clicked on approve button, as a result request is pushed to the next level
that is supervisor, along with this pop-up message of success appears on the screen
with the message “SUCCESS: MEDICAL CLAIM OPD APPROVED”, as can be seen in the

image attached below;

Employees Approval

DDO Reconcilation

‘S.ND. ‘ Batch Id ‘Trea code ‘ Ddo Code ‘ Reconcilation From Month ‘ Reconcilation To Month | Reconcilation Month | Remarks‘Appmve‘Appmve ‘

@ SUCCESS:MEDICAL CLAIM OPD APPROVED

Close

1 MB1200427903211004 23710313M00438 Mr Vinod Singh 1000 'Scan_0006.pdf' -Select- ~ || Approve Return
Bills
1. 4279 AB1200427903211001 71891 0 BILLS 10-MAR-2021 Select
2. 4279 VP1200427903212006 3500 0 BILLS 10-MAR-2021 Select
4279 VP1200427903212007 62303 0 BILLS 10-MAR-2021 Select

Fig-027

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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6. 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:

Bills
Change Statement
RBI Failed Upload

DDO Reconciliation Approval
Pre-2016 Approval

Budget Approval
RBI Failed Upload .
. IFMS Training(For DDO) Letter
GPF Authority Approvel 1. A ST i Siftrepréidl ot sfarie e & fi
(SGHS) Family Approval IRTRATEST T 214/0V111-3-2020-04/2008 FEHT 0a/
Pran Approval

Hardware Availability

GPF Opening Balance Approval

DDO Delegate Approval

(SGHS)Opt out(Employee}Apprggal | o5MRTDO1117E1D7
Leave({Op Bal) Approval
Entitlement

DDun

To Know Processing of IFMS Please Click Here

Fig-028

7. On clicking Bills in the menu, user is directed to the page attached below; all the bill
pushed i.e., approved by the operator will be visible in this page. As can be seen in
the image attached below that the SGHS OPD bill, we approved earlier is visible
under bills column. In order to show the working of return button we approved two
bills as can be seen in the image attached below;

Employees Approval

DDQ Reconcilation

‘S.No. ‘ Batch Id ‘Trea code ‘ Ddo Code ‘ Reconcilation From Month ‘ Reconcilation To Month ‘ Reconcilation Month | Remarks | Approve ‘ Approve ‘

Pension Approval

Medical Opd Claim

1 MB1200427903211003 42790313F00086 Ms Shivanshi Joshi 5000 'Scan_0007.pdf Approve Return
2 MB1200427903211005 010026529 Mr Gajendra Dutt Belwal 5000 'Scan_0007.pdf' ‘ Select- v| Approve Return
Bills

Fig-029

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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8. Same like that at operator level on clicking select button as a result drop down list of
all the possible remarks appears, as can be seen in the image attached;

Employees Approval

DDO Reconcilation
|S.Nn. ‘ Batch Id ‘Trei code ‘ Ddo Code ‘ Reconcilation From Month ‘ Reconcilation To Month ‘ Reconcilation Month ‘ Remarks‘Appmve‘Appmve‘

Pension Approval

Medical Opd Claim

1 MB1200427903211003 42790313F00086 Ms Shivanshi Joshi 5000 ‘Scan_0007.pdf* Select. « || Approve Return
|2 ‘ MB1200427903211005 010026529 Mr Gajery S¢lect Approve Return
Approved
As per rect

8ill has ; ct code
Bill has not been counter signed by the competent authority

per sanction order/enclosed bill vouchers
ot enclosed with travelling allowance bill /transfer travelling allowance bill
Budget Is not available .

t match

ot enclosed with medical reimbursement bill

nder income tax
al of road mileagae allowance is not attached as per FHB Volume 3

sanction order not issued by competent authority
travelling alllowance bill is timebarred

Fig-030

9. After selecting the remark click on any of the two buttons approve or reject as per
the requirement.

e Since we clicked on return button for batch id MB1200427903211003, as a
result request is pushed back to the operator end where it was initially
created (HRMS-> Claim Entry-> SGHS OPD). As can be seen in the image
attached below that at the end of the page in the tabular manner the data,
we rejected is visible, user can either delete the data or edit as per the
directions by Supervisor;

Medical Claim

Select Action (@ Create Bills (Upload Documents ()Submit (Print

Employee Code/GRD No ‘ | Employee Name/Pensioner Name

* ClaimId : ‘ NEW ~

Dependent Name : Doctor Name I:l Doctor's Qualification : | ‘
Hospital Type (@Empanelled ()Others State Code Dist Code | v‘

Hospital Name | v‘ ‘ ‘
Details m

Bill Type Invoice Number Invoice Date Shop/Haspital/Pathology Amount
Bill/Prescription v 0
Bill/Prescription v 0
Bill/Prescription v 0
Bill/Prescription v 0
Bill/Prescription v 0

Emp Code Name Name Disease Amount Delete
42790313F00086 Ms Shivanshi Joshi Ms SHIVANSHI JOSHI XYZ 5000 Delete

Fig-031

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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e Since we clicked on approve button for batch id MB1200427903211005, as a
result request is pushed to the next level that is officer, along with this pop-
up message of success appears on the screen with the message “SUCCESS:
MEDICAL CLAIM OPD APPROVED”, as can be seen in the image attached below;

Employees Approval

DDO Reconcilation

‘S.No. ‘ Batch Id ‘Trea code ‘ Ddo Code ‘ Reconcilation From Month | Reconcilation To Month ‘ Reconcilation Month ‘ Remarks ‘ Approve ‘ Approve ‘

@ SUCCESS:MEDICAL CLAIM OPD APPROVED

Close

Bills

Change Statement
DDO Reconciliation
Pre-2016 Approval

Budget Approval

(SGHS) Family Apprt

Pran Approval

DDO Delegate Appr

Director Treasury
Pension
Entitlement
DDun

GPF Authority Approval

Hardware Availability

GPF Opening Balance Approval

(SGHS)Opt out(Employee)App
Leave(Op Bal) Approval

Fig-032

10. Accessing the approval tab at officer 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:

is Grant and Scheme In

| =

Year
Appraval

oval IFMS Training(For DDO) Letter

1. TR TR R STt &t T e & o
IRTFFTTCE] ST 214/XKV111-3-2020-04/2008 feTieh 04y...

Budget Status

IFMS G.0 NO. 129, dated 29 March 2019 ( CCL DCL)

oval

MRTDO1117E | 0SMRTDO1117E1D7

To Know Processing of IFMS Please Click Here
(IFMS Instructions)

Fig-033

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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11. On clicking Bills in the menu, user is directed to the page attached below; all
the bill pushed i.e., approved by the supervisor will be visible in this page. As
can be seen in the image attached below that the SGHS OPD bill, we approved
earlier is visible under bills column;

Employees Approval

DDO Reconcilation

|S.N0. ‘ Batch Id ‘Trsa code ‘ Ddo Code ‘ Reconcilation From Month | Reconcilation To Month ‘ Reconcilation Manth ‘Remarks‘Approve ‘Appmve ‘

Pension Approval

Medical Opd Claim

1 MB1200427903211005 010026529 Mr Gajendra Dutt Belwal 5000 'Scan_0007.pdf' Select- ~ || Approve Return

Bills

Fig-034

12. Same like that at operator and supervisor level on clicking select button as a
result drop down list of all the possible remarks appears, as can be seen in the
image attached;

Employees Approval

DDO Reconcilation

‘S.Ns. | Batch Id ‘Trea code ‘ Ddo Code ‘ Reconcilation From Month ‘ Reconcilation To Month | Reconcilation Month ‘Remarks‘Appmve ‘Appmve|

Pension Approval

Medical Opd Claim

1 MB1200427903211005 010026529 Mr Gajendra Dutt Belwal 5000 'Scan_0007.pdf' Select- ~ || Approve Return

As per government order sanction order is incorrect
Bill has been prepared with wrong standard object code

Bill has not been counter signed by the competent authority
Bill has not been signed by the DDO

Bill not withdrawn as per sanction order/enclosed bill vouchers
Bills/ vouchers are not enclosed with travelling allowance bill /transfer travelling allowance bill
©Copyright © 2008 Directorate of] Budget is not available .

DDOs Signature dose not match

Essentiality certificate not enclosed with medical reimbursement bill

Tax is not deducted at source under income tax

The certificate for withdrawal of road mileagae allowance is not attached as per FHB Volume 3

head of account is incorrect

Design

sanction order is not enclosed .
sanction order not issued by competent authority
travelling alllowance bill is timebarred

Fig-035

13. Confirm the action by selecting button, as a result

e |If user selects approve action request is pushed for e-signing the bill once the
bill is e-signed and forwarded to the treasury than only the bill reflects at
treasury end for payment, kindly refer to E-signing bill in order to follow
further steps.

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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Along with this pop-up message of success appears on the screen with the
message “SUCCESS: MEDICAL CLAIM OPD APPROVED”, as can be seen in the
image attached below;

Employees Approval

DDO Reconcilation

‘S.No. ‘ Batch Id ‘Trea code | Ddo Code ‘ Reconcilation From Month ‘ Reconcilation To Month | Reconcilation Month ‘Remarks‘Appmve‘Apprcve‘

@ SUCCESS:MEDICAL CLAIM OPD APPROVED

Close

Fig-036

o Whereas if user selects reject action request is pushed back to the operator
level where it was initially created i.e., HRMS-> Claim Entry-> SGHS OPD,
operator can amend the bill details as per the requirement of officer and re-
submit the bill.

3.4.4 E-Signing Bill
For now, document E-sign facility is provided for only sales tax refund and SGHS OPD bill. We
will discuss step by step process so that it convenient for user to e-sign the bill.
Note: For E-signing the bill at officer level it is mandatory to approve the bill from all
the three levels i.e., operator, supervisor and officer otherwise the bill will not reflect
under E-sign bill option at officer levels.
e Initial step is to generate bill at operator level.
e Second step is approving bill from all the three levels

1. At the officer level user is given the power to e-sign the bill, as can be seen in the
image attached below that at the officer level user is provided with the menu E-sign
at the menu bar. On clicking E-sign from the menu bar drop down menu appears with
option of bills and OPD Claim, as can be seen in the image attached below;

i i i Fatls HAMS =

Bills

Budget not distributed in this Grant and Scheme || - Latest GO's
Financial Year OPD Claim BRI &1 3@ BRI ¢ Ieb

RTTEATERT SRS 306/XXVI(6)/430/1/2018/2019 &7 ...

3. HETaW, SHTUDT STl BT & FeRIe SATR U= ud
el F Feii TAlP 6137/ 1 /AE 4.

14, 58 S fauTT B Frfid THd g1 faarur Syl &1

For IFMS User Manual Click Here

D C Commercia
Tax Assessment

MRTDO1340D 05MRTD01340D1D8

Fig-037

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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2. On selecting OPD Claim under E-Sign menu user is directed to next page where list of
all the approved SGHS OPD bill is visible along with select button. As can be seen in
the image attached below that the bill, we approved earlier is visible in the page.

Approval v | MIS v | Support v | ESign~ | Payroll v | Budget~ | HRMS~ | Pension v | Works~ | NPS+

1 MB1200427903211005 010026529 Mr Gajendra Dutt Belwal 5000 Esign
2 MB1200427903211001 42790313M00233 Mr Vipin Mohan Verma 800 Esign
Fig-038

3. On clicking E-sign button user is directed to the page attached below which consist of
various option like view bill, Proceed to E-sign and back. Here we will click on
Proceed to E-sign button.

View Bill Button: In order to preview the bill that is to be e-signed.

Proceed to E-sign Button: In order to continuing with E-signing the bill.

Back Button: In order to move back to the initial page.

Emp Code Id 010026529 Emp Name Mr Gajendra Dutt Belwal
Bateh 1d MB1200427903211005 Batch Date 15-03-2021 15:20:07
Dependent Name: Mr GAJENDRA DUTT BELWAL Depenedent Relation
Disease Name: xvzZ Amount 5000
Remarks: | E-Sign Status: File not Signed Yet

* Please preview document using view ,document once eSigned cannot be modified.

E-Signing Requests

S.No. Batch ID Requested By ‘Slatus ‘Re'ﬁranca 1D Download Signed File

Fig-039

4. Enter Remark like we have entered TEST and click on Proceed to E-sign button.

Emp Code Id 010026529 Emp Name Mr Gajendra Dutt Belwal
Batch Id: VB1200427903211005 Batch Date 15-03-2021 15:20:07
Dependent Name: Mr GAJENDRA DUTT BELWAL Depenedent Relation

Disease Name: XYz Amount 5000

Remarks: [TEST ] E-Sign Status: File not Signed Yet.

* Please preview document using view ,document once eSigned cannot be modified.

E-Signing Requests

S.No. Batch ID Requested By ‘Status ‘Reference ID ‘ Download Signed File

Fig-040

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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5. On clicking proceed to E-Sign button user is directed to next page where user has to
enter employee code in the employee code if not captured by default also fill all the
other required fields if not captured by default, select OTP or biometric, like we
have opted OTP as can be seen in the image below, click on the declaration and
finally after filling all the fields click on proceed button provided at the bottom of
the page as can be seen.

Digitally Sign Documents - eHastakshar

Employee Code : 30008266 Employee Name : Mr Bikram Singh Jantwal
Treasury : Cyher v | Batch ID/Transaction ID:  |MB1200427903211005
Authentication Mode : @otP Biometric

L hereby state that | have no objection in authenticating myself with Aadhaar based authentication system and consent to providing my Aadhaar number and
One Time Pin (OTP) data for Aadhaar based authentication. | understand that the OTP | provide for authentication shall be used only for authenticating my identity
through the Aadhaar Authentication system and for obtaining my e-KYC through Aadhaar e-KYC service only for the purpose of esigning.

Naote : Adhaar Virtual 1D (VID) is mandatory far E-Signing process. You will be redirected to an external URL for aadhaar authentication.

Fig-041

Click here to download instructions for VID Generation.

6. On clicking proceed button user is directed to next page that is attached
below, here user has to enter his/her virtual id.

Note: for E-signing the bill user must have virtual id, generation of which is discussed in
point number 3.4.1 Virtual Id. Also, if one has not generated virtual id from before
user has been given the link to generate virtual here itself under the button named get
virtual id.

User has to enter the id that is generated like we have entered as can be seen. After
entering VID click on get OTP button.

e = Digital India CONC

Ministry of Electronics and Poweer To Empower
Information Technology

Govemment of India

Centre for Development of
Advanced Computing

You are currently using C-DAC eSign Service and have been redirected from

@Hastéksharﬂf
C-DAC's 6Sign Service

Aadhaar Based e-Authentication

2 | 0190 Mc0:70:0

Get Virtual ID

- Enter Your Aadhaar OTP

View Document Information

Get OTP Cancel Not Received OTP? Resend OTP
Fig-042
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7. On clicking get OTP button user will receive OTP in his/ her registered mobile number.
Enter the OTP received in the provided column, click on the declaration and finally
click on the submit button provided on the bottom of the page.

Note: At times user might not receive OTP on due time might be because of network
issue for that purpose user is provided with resend OTP button on the screen.

Ech
&% W SH
—— R Digital India CORNC
ot ety Power Ta Empawer Centra for Davelopmant of
it Tocmooss Rervanca Compain -
Govementol e

You are currently using C-DAC eSign Service and have been redirected from

@.Hastéksharm‘
G-DAC's aSign Servic

Aadhaar Based e-Authentication

2 9101:0:8:0:70:0

Get Virtual ID

| have read and provide my consent

View Document Information

Submit m Not Received OTP? Resend OTP

Fig-043

8. After clicking on submit button the status of bill is “Successfully Signed”. Along with
this user is provided with download button in order to download the signed file.

9. On clicking download button user is able to view the bill that we digitally signed
earlier. When the document is opened in another window at the top of the document
it is written signature not verified.

10. Whereas when we open the downloaded file in adobe reader, we can see on the same
document now at the top do the page signature valid starts appearing along with this
question mark is changed to right sign also details related to sign is update; this is
because the sign has been validated from before.

But for the users who are E-signing for the first time will notice that even in the adobe
reader there is no change from that in web and signature is still not verified which
states that user needs to validate his/her sign in order to successfully E-signing the
document. Validating signature is one time process and is discussed under Validate E-
sign kindly refer to that section.

11. After successfully e-signing the document enter remark and click on forward to
payment button. Only after clicking on the button bill will reflect in SGHS for
initiating the payment.

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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> Uttarakhand
e

3.4.5 Validate Signature

To ensure that Digital Signatures are valid when you open a PDF and verification details
appear with the signature. When Digital Signatures are validated, an icon appears in the
document message bar to indicate the signature status. Additional status details appear in
the Signatures panel and in the Signature Properties dialog box. In order to validate signature
user must download the document that is digitally signed in pdf form.

Authenticity verification confirms that the signer's certificate or its parent certificates exist in
the validator’s list of trusted identities. It also confirms whether the signing certificate is
valid based on the user's Acrobat or Reader configuration.

After the document is E-signed it is sole responsibility to verify the authenticity and integrity
whether the signed content is same as that of unsigned document or has changed after it was
signed. If content changes, user must contact Finance Data Centre.

Validating signature is one time process if already done before do not perform the action
again.

Let us see the steps for validating signature.

1. User needs to download the document as for example we have downloaded the ka-kha
document that we e-signed earlier. Since steps for validating signature remains same
therefore, we will demonstrate using this document. We can see in the image that at
the top of the page with the question mark sign validity unknown is displaying. Thus,
this piece of document requires validating.

Validity unkRqwn

Treasury - 0100-Deheasun NTEGRATED FINANCIAL MANAGEMENT. GOVERNMENT OF UTTARAKHAND F000 104320
VITTIVA NIYAM SANGRA KHAND PANCH(2] PRASTAR444

PRAPATRA SANKHYA 47 - VYAY POSTING PANJKKA KHA) - Jui-2020

Vousmar 0. e3a Cose Cregee Groes. o e e aerest wcorme Taanes Wors Trascrer Cther Cat.

Case v O HEA 0 HBA 3 roome Tax 2072
SN o mem o men o NP3 Ame

© a o
ooaooo

o coonaole

Noom Touw 9930 03058 Savege T Caea v CE o HBA T woome Tar 075 moyen
20723 Cas = s -

o penaoo

Sreparea By Checked By Signature Of The Treasury Officer.
Sqrance Sigranse Treasury Oficer

Fig-044

2. User can right click on the image as can be seen in the image below, which will result
in the generation of drop down which provides the user with various options like
validate signature, view signed version and show signature properties. Here we will
click on validate signature option.

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.
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User can also click on signature panel provided at the top of the page for the same

purpose.

1S

e Uttarakhand

h At least one signature has problems.
6
&
174

Validity
Treasury - 0100-Dehradun INTEGRATED FINANCIAL MANAGEMENT, GOVERNMENT OF UTTARAKHAND D 104229
oo Onrh f
'PRAPATRA SANKHYA 47 - VYAY POSTING P 28200 00 Vo 144 28| Vafidate Signature
VAR HEAD - D00 STAWP D REGTARTION PEED L
Vouae e Cose g 3 o Cd ] T Co
000 Cote srane Crepe. Tow et View Signed Version
oo0nme At
Date - 04-UL-2020
01 002102000 W Somgs 1] £ THEA TromeTs N7 Aoy ownaean|  Show Signature Properties..
an T 20723 e ocmn oren aren o wrant Chpmues  omtant
Ty 900 ows 00675 A2 s 0w ant 0 wowwant o oAt o RTAm
7 aad g o cwiam o cua oA ©
T O Cpoe Lo 0 Cyoehnt ] SHOAR O DeptecAm
o AR o wAnt o =) A
Ao 24D ] B At
By Yo G0, o o = T e CrconeTa %75 hony & Ve A
2072 nmrce 0Cwmn o 0nn oAt ORopyuen O wRA
e ag ) o s o wokrant s s o mAm
g 0 Cartam 0 CwAm ] Eoay Am 0 reamant
cpenaae o Cpewhnt 3 ZEOMA ¢ AR
AR owAN ] Teamy i
=)
ey o A veA s s s A
Ve Tow %0 s e Tomn T oA SreeneTe 0 Ry TV A
0023 iaees o casn oven oen oz Chpyun oA
e A s 0 Mt 0 oAt v o At o mAm
g o Cariam o cunm o Bcayam & wamant
Cpoe o 0 CyoeAnt ] THOMAT 0 DetRecAn
A Pyt 8 ) aiam
LEL) o AT A ] AN A
Brapared By Chectad By Signature Of The Traasury Officer
Sqrane Sgranse Treasury Officer

Fig-045

image below. Click on signature properties provided on the window.

Validity n i
Treasuey : 0100-Dehradun INTEGRATED FINANCIAL MANAGEMENT, GOVERNMENT OF UTTARAKHAND | Doy 090 104320
VITTIVA NIYAM SANGRAH KHAND PANCH(2) PRASTAR444 { Loston: Datvan i
PRAPATRA SANKHYA 47 - VYAY POSTING PANJIKA-KHA) - 52020 {uban Wont: 140 e
VAZOR HEAD - D000-0TANP AND REGTRATION FEED ! !
VO NO. ead Code Crege Gross -] GeF La et weome Taanes WO Trangow Ot Dot
000 Cote e Craqme TetalDed
D00 Name Nt Arourt
Date - 04-JUL-2020
0001 0030021020200 ) TCamN 7 HEA 0 HEA T roone T 0700 Aoy T veriae At
s 003aC3 1630308 W7D Insance 0 Caan o Hon 0 Hem 0 NPT A 0 moyaty Wres 0 MR At
Treawry 000 Vot 70675 AQ ™ 0 Mot At 0 Mok Ant 0 Lacour At 0 RTAm
sy pamed - 0 G Lo 0 Car A ] 21 Dy At © e At
Ty O Cyoe Loae 0 Cyoe Amt 8 SmOmAM 0 DeptfecAm
Detradin ¢

Doty 0@ (04-UL2020)

Morl Tots (9530

]
o
]
L}
[}
L}
[
¢
b

Sgnature

Te8eTS A © ATiAM ¢
Signature validity is UNKNOWN, 0 Mot Aot 4
s - The document has not been modified since this signature was applied, ::’:u :
- The signer's identity is unknown because it has expired o is not yet valid.
VA HEA At [
K3250 Jamgu  Vehile At °
20723 insuand © M At [
TIETS AS § AN AR ]
© ram A ]
0 Degt Rec Amt [}
¢ JatAmt ¢
VLA HBA At 8
e
Checked By Signature Of The Treasury Offeer.........
Signature Treasury Oficer

Fig-046

On clicking validate signature pop up window appears on the screen as shown in the

Directorate Treasuries, Pension and Entitlement
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4. On clicking signature properties another pop up window starts appearing on the screen
as shown in the image below. Click on show signers certificate button that is provided
on the window.

Treasury : 0100-Dehradun INTEGRATED FINANCIAL MANAGEMENT. GOVERNMENT OF UTTARAKHAND Digitaly =i paghtily. Sopt 10:42:2¢
WITTIVA NIYAM SANGRAH KHAND PANCH(2) PRASTAR-444
MAJOR HEAD - 0030-STAMP AND REGISTRATION FEES Signature Properties
voucher No. Head Code cneque Gross omer Dat.
D00 Code Sch.Name Cheque Total Ded.
555 Name et Amount Signature validity is UNKNOWN.,
500300001 0030021020200 B093% 84 Signing Time: 2020/07/14 16:20:55 +05'30 [Vehicie Amt ]
s278 0030021020200 20723 1nd AR Amt o
Treasury : 0100 - Vates 788675 All RT1 At ]
Dffraoin D00 Name Reason: Uttarakhand Health Amt o
Tréatury omicer Dpt Rec Amt o
penracin Location: Dehradun Jall amt [
- WILA HBA At [
Dally Total (34-JUL-2020) - 509388 54 Validity Summary Vehicie Amt o
20723 Ind HRR Amt [
E3675 Al The document has not been moedified since this signature was applied. AT AT o
X . o i Health Amt ]
The certifier has specified that Form Fill-in, Signing and Commenting are Dept Rz Amt o
allowed for this document. Mo other changes are permitted. LAt Q
. . - . . . . MLA HEA At o
T 1| The signer's identity is unknown because it has expired or is not yet valid. e hn o
20723 1nd AR At o
Tea87s Al Signing time is from the clock on the signer's computer. R At o
H=atn Amt o
Signature was validated as of the signing time: j';":\:“"“ E
2020/07/14 16:20:55 +05'30"
MLA HBA At o
Signer Info
There were errors building the path from the signer's certificate to an issuer
Prepared By certificate.
Signature
. Revocation checking was not performed.
Show Signer's Certificate...
Advanced Properties... Validate Signature Close

Fig-047

5. On clicking show signers certificate another pop-up window starts appearing on the
screen as shown in the image below. Click on ok button that is provided on the
window.

This dialog allows yo ew the details of a certificate and its entire issuance chain. The details correspond to
Treasury | 0100-Dehradun the selected nlllry Mulllpl- Issuance chains are being displayed because none of the chains were issued by a 104328
trust anchor.
SAIGR HEAD | GBIB-ATAME AND. FeRs Show all certification paths found
Vencnes ro. rmaa Goae Greque Giner et
poreremert e rama cneaus s MUKESH SINGH RAWAT|  Summary Details Revocation Trust  Policies  Legal Notice
il ST This certificate is not trusted. H
B G e Teust Settings
Ly Beme e o
Gatwacin H
e ot o
Doaily Tola (04-,UL-3030) »® Sign docurnants or data o
o
I Certify documents H
3 Execute dynamic content that is embedded in a certified r o
document
Eea Ty —
P& Execute high privilege | ipts that are ina H
certified docurment o
H
M Pedormp system op @ o, r H
printing, file access, etc.)
ot
Add to Trusted Certificates...
Frepared By
Signature
< >
I The selected certificate has errors: Not time valid
The path validation checks were done as of the signing time:
2020/07/14 16:20:55 +05'30"
oK

Fig-048
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6. On clicking ok button another pop up window starts appearing on the screen as shown
in the image below. Click on ok button that is provided on the window.

| Certificate Viewer > |

This dialog allows you to view the details of a certificate and its entire issuance chain. The details correspond to
Treasury - 0100-Dehradun the selected entry. Multiple issuance chains are being displayed because none of the chains were issued by a b 10-43:2¢
trust anchor.

Show all certification paths found

/i MUKESH SINGH RAWAT

Summary Details Revocation Trust  Policies Legal Notice

This certificate is not trusted.

Trust Settings

Sign documents or data = £

Dally Total (34-UL-2020) o
o

o

o

# If you change the trust settings, you will need to revalidate any signatures to see the o

Al cha nge. e

e o

Month Total (0030) Trusting certificates directly from a document is usually unwise, Are you sure you c
want to do this? :

o

b o

o

[ Add to Trusted Certificates... |

Prepared By .o
Signature

< >

The selected certificate has errors: Not time valid

The path validation checks were done as of the signing time:
2020/07/14 16:20:55 +05'30"

oK

Fig-049

7. On clicking ok button another pop up window starts appearing on the screen as shown
in the image below. Select all the certified document like we have done and can be
seen in the image. After selecting all the certified document. Click on ok button that
is provided on the window.

Import Contact Settinas ||
Certificate Details
Subject:  MUKESH SIMNGH RAMWLAT
Issuer: Test C-DAC Ca
Usage: Sign transaction, Sign document

Expiration: TA1A2020 11:24:48

Trust

A certificate used to sign a docurment Must either be designated as a trust anchor or
chain up to a trust anchor iIn order for signature validation to succeed. Rewvocation
checking is not perfermed on or abowe a trust anchor.

Use this certificate as a trusted root

If signature validation succeeds, trust this certificate for:
~] Signed docurments or data
Certified docurnents
Dyrmarmic content
Ermbedded high priwvilege JawaScript

Ztricv::leged systern operations (networking, printing, file access,

Help [ oK Cancel

Fig-050
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8. On clicking ok button another pop up window starts appearing on the screen as shown
in the image below. Click on validate signature button that is provided on the window.

Treasury : 0100-Dehradun INTEGRATED T, o T OF UTTARAKHAND | Digitiy =gy
VITTIYA NIYAM SANGRAH KHAND PANCH(2) PRASTAR 444 D

Signature Properties

MAJOR HEAD = 0030 STAMP AND REGISTRATION FEES

Vouches heque Groes
550 Goae Sonname cneque Totai Das
500 Name nst Amcant Signature validity is UNKNOWN
= o300z 1630200 = Signing Time: 2020/07/14 16:20:55 +05'30" ericis At o
275 oa30021020200- 20723 n] FRR At o
Tressuryipipo-  wama Te2675 Al AT A o
Bereadin BEG Name Reason: Uttarakhand reatn amt o
Thiasury Sices Dept Rec Amt o
Detracin Location: Dehradun st A o
wiLA HEA At o
Daily Total (04-JUL-2023] 50935 © ALy Sy venicie At o
20723 1 FRR AmE o
e The document has not been modified since this signature was applied. e .
Heatn amt o
The certifier has specified that Form Fill-in, Signing and Commenting are Dept mec amt o
allowed for this document. No other changes are permitted. 42 A o
wia vama ment o
S o B oSS The signer's identity is unknown because it has expired or is not yet valid. Vericie Amt o
20723 n] Hrm At o
88675 Al Signing time is from the clock on the signer's computer. RT1 At o
Heath Amt o
Signature was validated as of the signing time: :f’:::'”‘"“ ‘;
2020/07/14 16:20:55 ~05'30'
o vama s o
Signer Info
There were errors building the path from the signer's certificate to an issuer
Prepared By:. certificate.
Signature
= Revocation checking was not performed.
Show Signer's Certificate...
Advanced Properties... validate Signature Close

Fig-051

9. On clicking validate signature we can see on the same document now at the top do the
page signature valid starts appearing along with question mark is changed to right sign
also details related to sign is update as can be seen in the image below.

Signature val
Treasury : 0100-Dehradun INTEGRATED FINANCIAL MAMAGEMENT, GOVERNMENT OF UTTARAKHAND %m’mﬂ L Z0mD 10:43:28
VITTIYA NIYAM SANGRAH KHAND PANCH(2) PRASTAR-444 Locasar: Dehrad:
PRAPATRA SANKHYA 47 - VYAY POSTING PANJIKA-KHA) = Jul-2020 Date ane Time: 14 1E0Es
WAJOR HEAD - 0030-STAMP AND REGISTRATION FEES
Voucher Na. Head Code Ccneque Gross ) aeF Loans Interest Income TaNPS Works Transter Other Det.
DDO Code S0 Name cneque Total Ded.
D00 Name Net Amount
Date :: 04-JUL-2020
‘500300001 0330021020200 303388 Savings 0 Class IV 0 HEA 0 e U incomeTax 20723 Rayafy 0 Venide Amt 0
4275 0330021020200 20723 Insurancs 0 Class Il 0 HeER 0 HeR 0 NP AmE 0 Rayatty Mins 0 KRR At 0
asury:0100-  Voted 7E3675 AlS 0 AlS 0 Motor Amt 0 Motor Amt ] Labour Amt 0 AT A 0
Cefracin DDO Name Judges 0 Carloan Q CarAmt [ Ex Duty Amt 0 Health Amt o
Treasury Offcer Cycie Loan 0 Cyce amt 0 Stap Duty Amt 0 Dept Rec Amt 0
Dehratn MLA Adv Q MLAAME [ Testing 0 Jall At o
charges
AIS HBA 0 A5 HEA ] WLA HEA Amt 0
Dally Total [04-JUL-2020) 302388 Savings 0 Class IV 0 HeA 0 HEA DincomeTax 20723 Rayaly 0 Venide Amt o
20723 Insurancs 0 Class Il 0 HeER 0 HeR 0 NP AmE 0 Rayatty Mins 0 KRR At 0
7E3675 AlS 0 Al 0 Motor Amt 0 Motor Amt 0 Labour Amt 0 AT A 0
Jugges 0 carLoan 0 Caramt ] Ex Duty Amt 0 Heattn Amt 0
Cycie Loan 0 Cyce amt 0 Stap Duty Amt 0 Dept Rec Amt 0
MLA Ady 0 MLAATE 0 Testing 0 Jal Amt 0
charges
AIS HBA 0 A5 HEA ] WLA HEA Amt 0
Monih Total (0030 - 303388 Savings 0 Class IV 0 HEA 0 HEA D incomeTax 20723 Rayafy 0 Venide Amt 0
20723 Insurancs 0 Class Il 0 HeER 0 HeR 0 NP AmE 0 Rayatty Mins 0 KRR At 0
7E3675 AlS 0 AlS 0 Motor Amt 0 Motor Amt ] Labour Amt 0 AT A 0
Jugges 0 carLoan 0 Caramt 0 EX Duty Amt 0 Heattn Amt 0
Cycie Loan 0 Cyce amt 0 Stap Duty Amt 0 Dept Rec Amt 0
MLA Ady 0 MLAATE ] Testing 0 Jal Amt 0
Charges
AIS HBA 0 A5 HEA ] WLA HEA Amt 0
Prepared By ..o Checked By ..o Signature Of The Treasury Officer...._.........
Signature Signature Treasury Officer

Fig-052

Directorate Treasuries, Pension and Entitlement
23, Laxmi Road Dalanwala, Dehradun.

32



