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1 Introduction

1.1. Objective

Empl oyeeds State Insurance Corporation (ESIC) has
the purpose of IT Enablement covering all ESIC offices, Hospitals and Dispensaries across

India. The objective of IT Enablement is to enhance the quality and delivery of services to all

the stakeholders covered under ESI Ac, 1948 through effective utilization of IT networking,

practices and management techniques.

AProject PANCHDEEPO has been elyiPehchdne Wlilapi Pashan 5 di vi
Dhanwa nt r i and Pragati. The main objective of t hi s
encompasses all services related to ERP package.

1.2.Purpose

This document will help the users in understanding the application with regard to their day
today activities of F&A module. User can know the step by step process in the application for
completing the required transaction.

Broadly it covers the below subject areas:

Receipts
Payments
Auditing
Budgeting
Investment
Fund Transfer
SMC Activities

E R
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2 Finance & Accounts Process

2.1. Challan Process

Challan Creation

1. Login into the application with the login credentials

T mployees’ Stote Insurance Corparation - Mesila Frelox PR IR
= G X o [ i scniopenmofif ognreskertermd B K B ;
o Losdng... ]7.""1 1]
PIaH
ESIC
Welcome to ESIC Employes Portal

Flanse Login with yous cradentinks

Logon nstructiens

(=] Legin
]

Property Managememt Depariment

ESIC Helpline

\ A

2. Navigate to ApplicatioA Finance and Accounts
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Bl Et Yew Mgoey Dookmads Jook  deb

6 S N (roebi\ummt ;o 831 4065 1 301 3911 1 6061050 <113 J

| .wmmmma..] . ] E
naaEH

France Ard Adcounts

NS

Ari) 0B CE e IN Nelerials Nanogermert v Imilstry Hows

Payred

HYNS Support Funcons

ESIC News Relatod Links Retatence Docuinenss

3. Navigate to Receipfs ChallarA Create New

Onicmr oo Lipx

[ Pt [Jeep. i njAppie ation_o66ef 118 bien | Lode 060 ES5SCSSENRAN warktep
Progylt

gged in ae: Rups K

Hank Heconciation Recepls Fund Transioer vewiment (1) Pmyrrents Adpustments Mastors Heporis

4. The Challan Page is displayed. Select the Party Type, Enter the Party code, Party
Name, and Select the Payment Mode. Click on add button, Select the account head
against which money need be deposited.

Note: In single challan multiple account heads can be added using the add button
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i
| It et et g stion o66ef11G bien 1 Lebe 968 E5SCSSENAI1 Fitmet Metacdca 4177740 _ed3_ADS_sellE T5Te2a060e 0 jActaveyUefieiion_UE00 f7a A090_ek)_20EATITIS

Hunk Heconciation

Recepls

- @50

Farty Troe
Party

Code

ESIC AC No

Fund Transter

vesiment

None

11G3A2I09T0

Adpstments

» | Accaunting Unit
=

Party Name *

Pyl d

Payment Detalls

Fayment Wode *

:&muunhj&; )

Femarks

Remettance Details

Heods *

Actusl Amount(Rs,) *

Net Amoure (Rs,)

Subma Onlate

it
| It e e niggication_s6eef 11 bien 1 Lde 96 EESCSAENI 1 Shwat et acia A197T7AA ek ADS_sell: 45 jactrdyleleds il a_A000_0eA?_OEASTTIO |

Hunk Reconcation Recepts

Farty Trp=

Fung franster

Emplayer

ogged in a8 Rupe K
Payments

» | dccounting Unat
=

Adstmenms

Code

Mastors

Reports

Pyogyli

Paty Code PR8I0 Party Name *

Z3IC WNC Mo 116288230870 .

Payment Details

Farmant Mode * anline ':‘:

mount(Rs, ) 1020300

Femarky halinn created

flemattance Detalls

Head ® Artual AmountiRs,) * Net Amouet (Rs.) [ ] |
10203110,20300

Other Recaipts - Corporaton’s of1ces mr 'oJ

Submn Delne
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| It et et njpiie stion o661 bten 1 Lode 96 E5ACSSENAI1 Fitmet Metacica 4177740 _ed3_ADS_sel0E T5Te2a060e 0 ActavtyUefieiion_Q0E00 cf7a 1000_ek)_20EATITINS |

Progti

Hank Heconciation Recepls Fund [ransier vesiment Adpustments Mastors
chatlan @
ety Tepe * En gy .i Accaunting Unit Code %
Pty Code Party Name
ESIC AT ¥o 11634730070
Payment Detalls Success
Farment Mode * Cnlieve |
Challan 05010100232140 Croaled Successfuly .
Bmountifs ) 10203 (0 e

Remettance Details

Heads * Actusl Amount(Rs.) * Net Amoure (R} [AN ]
{oaher Receipts - Corporaan’s oMces mg Joa0 10,203 80 [ Owwne |
#ubmn Onlme

5. Click on Submit Button. On click the challan No is generated.

Challan Print

6. Navigate toERP Worklisf Finance and Accounts

< .
ESIC rataa

e
Anssuncay VT Mansgect Chioulan Inddustry Naws
[
MRS Suggon Taocaam
ESI Hawn Related Links Reference Documant
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7. The worklistis displayed as below

Frimary Secondary

19 Claim Bil Pending Cash Payments i

PV tor Super Spociality Treatment Paie 3

PV tar On Actnent Fisal Payment Paid 2

" Live 1

GL View :lly Fogoests 1

Investmont yitvaer 3

Vay 1

PV for OnAccowst Payment Pad 1

Accauating Unit - Fund Reguest My Request s

Challas Bank Vawther Verily i
Active 55

PV far Sopglior Bill Pod 1

PV Tor 1D Clakes &il Claien Daid '

wid {

8. Click onChallan Active from the worklist

ESIC

1641

3 lesaur

Primary  Secondery

—

1P Clates BIll " Vending Coch Payments 4
PV fur Sepor Speciality Treatment Vaid ]
PY fur O Acossst §inel Payment Vaid - |
g Active 1
GL Yiew My Reguests 1

Invest a
Investmment Pay 1
PV tar OnAccoust Paymont Paig 1
Accounting Unit - fund leguest My Keiuwst 5
PV for Sepplier 8 Pald 1
PV far i1P Clalm BN Clalm Pald 4

9. All the challans created are displayed in the queue

Blark Aeconctation Recagey Fanet Tramafor yre st fa

HaChaban T Deaban Date Parey Raerre AmaureEs )

M6

HHn®
(UL T b T
10736003 "

<0t RN
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10. Click on open link to see challan details for printing

1!

Amgoed in a9t Rape K
Pralety fepails

Necwptn Funxd Timmsler Aoveslirarn L) Paytrests Sedunintrests

Dask Moceochien

Fayme Detaiy

Jrmerd Mode =

Wrisumd

Coprstad Dy

Rapatane e Detuly

wht * A

Mt Arvdunt (8

OFwr Recwigts - Constabon's sficws snd DI o100

Wi guata e

11. Click on print button to view the challan
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EANK COFY | DEFOETORE COFY
@ Employee's State Insurance Corporation @ Employee's State Insurance Corporation
State Bank Of India State Bank Of India
Acc. No| 177956688 31177964973 31177965842 31177956688 3177964973 31177965842
R Acc. No.
31177966120 31177966517 31177966120 IMITTIBES1T
Challan No. 05010100398146 Challan Date  16-12-2010 Challan No. 05010100398146 Challan Date ©  16-12-2010
Party Code PR5610 Party Code PR5510
Mama of FACT Mame of FACT
Factory/EsttParty FactoryiEstt/Party -
Moda of Payment - Online Mode of Payment : Online
Remittance Details Remittance Details
Total 10203.00 Type ameount
Other Receipts - Corporation’s oMoes 10203.00
Total inworge  Ten Thousand Two Hundred and Three Only
[Re) Total 10203.00
Total In Worde  Ten Thousand Two Hundred and Three Only
Danomination [Ra.}
1000%
LIRS
100X
S03
(20
103
[
[2x
1%
(Total
(For Bank's Usa) [For Banks Usa)
Deposlt Date : Deposlt Date :
Jaurnal Hu Journal Humber
Branch Stamp and Signaturs of Cashisr Branch Stamp and 5ignaturs of Caghiar
Motes Motes
1jHo Chargec/Commicsion to be shanped from the depocfor 1iNo Changec'Commiceion to be oharged from the deposibor

2.2.Bank Reconciliation Process
Manual Bank Statement

Precondition:
A Bank Master and Receipt and Payment Transaction should be available in the system.

Steps for Creation of Manual Bank Statement for Payments
1. Login as DA of finance branch, Open Bank Reconciliation from.

2. Select Account Type from the drop down and Bank Account no. will be self populated. Enter
Bank closing Balance as per the statement.
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3. Select Statement From and To Date.

4. For Payments, select the payments drop down under Reconciliation Bank Debit; it will display
all the Transaction/Cheque no. issued, select one by one and click on Paid button. On Clicking

Paid button the Transaction/Cheque status will be updated as Reconciled.

5. For Miss-match Debits/Payments User has to create Miss-match debits by adding rows on

clicking add button.
6. Once User checks Generate Voucher the payment Voucher will be generate for the same

which will go through approval process. If Generate Voucher is un-checked the payment wo n 6t
go for voucher generation, it will only appear as reconciliation item.
7. For miss-match Debit Ad-hoc Receipt Extract will appear on dashboard on submit of BRS. DA

in Finance has to open the same and select the account head for the same and submit.

4150100000000 30-Cash weh Banks in| e

mt Type * 1501 sh v : | w | Staterne sing Balance

' Mo * 125456789

Bank Branch Accour

Manual Bank Statement -

Statement Poriod

Reconciliation - Bank Debit

Reconcilied Payments

Nomber/Chegue Numd cher A
schon Namber/Chague Number 1spue Date 'V out Am

Mismatched Bank Debit

s | 1000.00] Wrong Debas[ ] Wrangly debeed r
7 | T 700,00] Oabs by B v ] Bank Charge v
|

Bank Reconciliation for Payments or Bank Debits.

Steps for Creation of Manual Bank Statement for Receipts

1. Login as DA of finance branch, Open Bank Reconciliation from.

2. Select Account Type from the drop down and Bank Account no. will be self populated. Enter
Bank closing Balance as per the statement.

3. Select Statement From and To Date.

4. For Receipts, select the Receipts drop down under Reconciliation Bank Credit, it will display all
the Transaction/Challan no. generated, select one by one and click on Received button. On
Clicking Received button the Transaction/Challan will be updated by Deposit date and Realized
date by entering the same.

5. For Miss-match Credits/Payments User has to create Miss-match Credits by adding rows on
clicking add button.

6. Once User checks Generate Voucher the payment Voucher will be generate for the same
which will go through approval process. If Generate Voucherisun-c hecked t he
go for voucher generation, it will only appear as reconciliation item.

7. For miss-match credit Ad-hoc Receipt Extract will appear on dashboard on submit of BRS. DA

in Finance has to open the same and select the account head for the same and submit.
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L 9500000 .20

2011020600002 (Rs ) 3000
2011030000001 (Rs )20
2011020000003-(Rs )1 00000

Statemeat Ferind

From * 19/0% 0 . To* 2 01 |
Roconciliation - Hank Credit

Recepis Challan No Chalisn Date Amount(Rs.)

2 70 2 o] 2011020000002 19/05/2010 3000.00 "

2011020000002+{Rs 300 - Recereed

sposaed Date  Challan Re ahized Date *

Vou

char Amount {85.)

2021020000001-(Rs 10300
| 2021020000002-(Rs )1 0000 ount (Rs,)*  Reconohiation  Remarks * Generate [ Adi ]
ureoer L nogoe ~ Typo * Voucher

Number *

Mismatched Bank Credit

[Tracsacton Teansscton Date Amownt (R$,)*  Reconchiston  Remarks * Genarats [ Aae ]
Number/Challan * Type * Vouchar

Number *

Submn l Delatn

Reconciliation for Bank Credit/Receipts.

2.3.Journal Voucher Process

Introduction

The purpose of Journal voucher is to post the transaction to monthly account if the wrong
account head were selected in the transaction.

Pre-Requisite

1. User should be mapped to Accounts Dealing Assistant/Cashier/UDC (adj-da@esic.com)
,Account Section Officer (fa-so@esic.com) & Accounts Branch Officer (fa-hob@esic.com)

roles

2. Users should be mapped to the same branch

Steps

TP_USRMAN i Version 2.00
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Open Mozilla firefox browser
Type http://myesic.esic.in in the browser. The Login page is displayed as below

Login to the application

TF

Se

Engioyens” Sate Intusnoe Copporaeon

Welcame to ESIC Employee Portal

Vo ot EBIC cummet 0 held ouwr errpioyues by eosuring sadlabisily of aformuation whde fosrsalong conddantisity

ana Infeprry of dsta

Legen Instructions

ESIC Helpline

Pessn Uny your waer cvduntala W Sgn in

B by AL 10024 2 THY pesoadinn (E 7 O« & oy 1 De)

User Hame me

Fazsword

2 Offca Ahess
E# Comporativn, Pacn o= Dmavan, Now Delty 110 D03
VoiF Helgine 7001
Emat- meipdeskiBesic in

O 2NN ESC (OF ) ARy Resarver

ey L) L
CottrecManager
Premgssawil

PERFRO

AR e 0rnason 11 Ues 2Xe 8 prieste odedngod A5 Confdeviis Uosrs shal iefrain 500 Copemip SetiBatnig minamyg aned O 2 heng e smanon 0 My hed paties onder ey

LTt es shintosiey
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4. Navigate to ApplicationsA Click on Finance & Accounts

Tiemplayees’ State Insurante T orperating - Mordla Feelox

Eb ER Yew Hgoy Dooknxls ook teb
e e G X g | msiireec.ane o—— e ILBATOL SIHOSIIA IS B J

ra&f

MG
Announcements RALIERCE ‘ Imilmtry Hows

Parod

HAMS Supoont Funcions
ESIC News Links Reterencs Docuimens

5. Finance & Accounts applications is displayed with the menu

AdjustmentsA Journal VoucherA Create New

ISK TR Windews Mieenet Dxplerer

-

LEgped In B Ross Have v

Hat ity B Presines) ftaraTeains Matiry Wogunty

Displays Journal Voucher Request Screen
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£ ESC TP - Windaws Internwt Lxplorer

I

Dars Recosctston N oyt s e L Payrrents Aduissraen s Masiws Raports

»| i Youne ve (LA B ]

Journal Voucher Request &

Sournal Yoot har Detnile

i

Marration *

Motinas *

Luame Oninea

Select the Journal Voucher Type (Adjustment, Rectification).
Select the JV date in which month the data has to be posted.
Select the receipt,payment account head and enter the amount.
ESIC B

Windowns datarned Dxplorer

segged i+ at: Suae Sere K

Bank ReconOlston Recopts S e atmant Payments AQuistments Mastrs Reports

Tyagtl

e
Inunal Vouchar Oatalls
[ 2ceirt Head SearchiNn § Char 3 arme ] == |
. n.;‘ : »13 ey
Marrabian *
—_—
Subeit,| | Culsta]

On submit ASubmitted Successfullyodo is displayed
TP_USRMAN i Version 2.00
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.o n

Logeed M s AUps Reoe ¥

Barm Seconciaton

[

Payments Addgariemenits Mastwis

v by X .

Detorn

Frevrous M) "

Sournal Veacher Detnile

Arcount Hend Search(Mys 5 Ohars TeCoLt ALOOUPL 203 AoCount Hans o | i
o o0 £5.1. Caaaide buton o @

Marration * Success

brremeg o ¢ 0 Submites Bucoes sty
Motings *
Subear - e pertes 112 SO0 chs wery

Login with FA-SO for JV Verification

Go to ERP worklist A finance and accountsA Journal voucher A verify

£ Implayees’ Stale Imarance Corporathon - Windews Internet Dxplorer

G- s

ESHC

Primary  Secondary

"in Wl X Myt

Fe EM Vew Fyartes Tok e

oheean | g e - e

B Urghpnat’ ke Brsiewn s Coparabon ! Comm v Paoee S¥ey e Take B
T A

‘<,Im|lnn Active 1"

P ain Vurily ]

Hevolvieg Fand Clalm Vurily 4

Super Spechality Treatment Hill Verity 4

Corpurstn Office - Funil Trasslur 1 Verily ]

JIaTver i ey hd

E——— zm  ; |

Imter AU Transler Vurily a

Click on Open Hyperlink against the Record which need to verified
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- ISICLRP - Windews Intersat Lxplerer

Macatges Ihper ts

+ )

2 e ey <
} Racnaason MI112010

4 Rachioaion

S Machtogton 108301

Verify the details

TSI LR - Windaws Interset Explarer

e il

Huperts
- iz ’
Inurnal Youckss Details
resd Searit * & " ted® 0000 Mrme
Lo |
Marrulmn *
Matings *
I prow 1 %) 500 chav s chwe
My d e
Patings Mintory
L Dot Des ¥
LRI TRE T SaragEC ST () JY XY [RRSSTTNIRENTE

Enter Notings and click on verify or send back buttons as decided
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[ 1S ERF - Wintows Internet Laplaret

Logpec tv st 2 N Moen Nuvrer

Moo mgtn Hepoety

scher Type SuEmen w! Jeurnal souther Gate 13U

Warration *

Hubegs

Notemgs Histney
5 Data bote e Cergrabite Crvrd Taios Mzt

15-4i0v-2040 14 D4 MIMQEHC apsamamt nl Gummrtng Semal Veucher

Click on Verify Button, a pop saying AVerified Succes

(IS ERP - Windows Imterse! Faplaver

Loges 11 aes 1A hioee Mimar

Hecwpts Hepoets

Warratimn *

@ Jsurmel Vmucher Buccess

0 wiked Susopaann

- P

Mulmgw O
|
werks | Sent.bas
Mulmge Histury
' - ot
2010 140 IBESC ss@an " STV JoUNE VIV

Login : FA-HOB for JV approval
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£ tmplayers’ Stale lmsarance Corporatian  Windewes Infermet Laples
o 3 A "en

Fe B Vew Fyeedes Tk Nen

o Fontles o B -e

B Erglepeed Take Yrsswce Coporabon

Rk 1!
ESIC

Walceow to ESIC Emplayee Paral F S
Floase Login with your crodentinly

ol

| goen Inatrections

w

L S5 Molphime

\

Go to ERP worklist A finance and accounts
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T Implayers’ Stale lmsarance Corporathan  Windews Internel Explever

L« L

Fe EXR Vew

-k n b4
Favntes  Took Wl
o Fven | B ol v

B Urglopsad’ 2ale e Coporabion

-8

e

v Gagre Salwty e Took e

FIeH
ESIC

LSIC Hows

: Rolorence Dotumenms

Journal voucher A Approve

 Implayers’ Stale lmsarance Corporation  Windews Internel Lxplever

G- e

Fe ER Vew

o in A=
Faantes  Took  Melo
L - e -

B Erglopwed’ 2ale Yrswxce Coporation

-0

2o

v Gage e Talwty e Toke

FTIeA
ESIC

Primary  Seceadary

T Task Staren
UoarnaiVogcker o ]
Tax Category Approrve 3
Tax Moster Approve 3
O Account Paymwat il ]
Hospitsd :ftl;l‘:l! 1;
Diter ALF Transter Approve 3
NankBranch Approve ]

Click on Open Hyperlink against the Record which need to be approved

TP_USRMAN i Version 2.00

Select the document classification as per the defined classification in the master list of documentsd
CONFIDENTIAL/CONFIDENTIAL/INTERNALLY RESTRICTED/PUBLIC>

for

your project

Page 22 of 422

<VEF



WIPRO

Applying Thought

USER MANUAL

72 ESIC ERP . Windews Infurnet fxplorer

Recrypes Regorts

LOgpeT M as: Manssarry Kose 2

Journal Vouches List

¥ Mz el aucrer Tyge v Vs er Dew e (R
(i 203 00k
¥ Ractiest AT 424 90 Ozen

P r— T 298300 Qa0

==

Approve the details

FEASKC LR - Windaws Interset Explarer

MIUOH | 08¢ Mutysariy Nots B

Hapents
v 3 " |
Tnurnal vnucher Detalls
""""""" 1 “x:i',; - .Eﬁ

Marrubian

LT T

Arprmvnd v 0 0410 ar e

Atows | Band had
Fatings Wistory
404 sasitant it SIOEINY JOHTNG: YIOTE.

Click on Approve Button, a pvyVpxzsaykrRgxRdogenalaVedchBe
be displayed
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Logzed 1 war Aty Sove O

- o B 151
L
Sravizus Morm téo
Tournasl Vouches Details
Y Y o N] - "
LT - e o ]
Marvalios *
Submerng dourn. Buccees

JOURE Y Cume o I

Meimen . | fendd hah
Patings Weslory
3l Dess ahng et Decwmze Sietus Noorge
,
e "3 NIXINCH ME n} e e
1 Wi tant wl Uty 1 0OME U

Journal Voucher Cancellation

1. Login with Accounts Dealing Assistant user credentials

Dl Employees’ State Insurance Corperation - Moxdls Frnlox

6‘.’/:’ c x ol I< hatp: (et ok, njopeimsolil/Laged naiereiternal

. =]

T .1~.'.l =}
ESIC .

Welcome 1o ESIC Employss Partal

Logon hatiuctisns

ESIC Halpline

| Plensa | ogin with yeur credentiale

“ 4 [.mvnb

‘ ; ssnsesnssss

|

Lagin

|

|Propesty Managoment Department

.

|
|
i
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2. Navigate to ERP Worklist and click on Finance & Accounts

rmployees’ State Insurante Torperatinn - Mondla Frelos =18 %]

GR_T?' C X | iy fraebil 044 AT 474 S HCc bl B £ T3 e A
A

nT&f

Paprod

HANE Sugpon Functions
ESIC News Related Links Redotonce Documents

3. Inthe task Journal Voucher will be displayed, Click on Post

Pragats

'—':.;”.‘ ! a . b srasheka Changa

Passward

Cash Vauchor CV Post 117

Cash Withdrawal 1
Cash Withdrawal 1ssue Reviork
CashwithDrawalPost 3
AccountingUnit Genprated TA Advice 25
Pending Cash -
1P Claim Bil Payments 2
»
Minar Account Head - Consolldated Budget Proposal ?::g:' Propesal |
CorporateOffice Genuratod TA Advice 1%
Cash Voucher CV Post 1
Year Account Head - Update Bank Balance Actiye 33932
Hudget Submit B
Budget HO Forward 2
HBudget Proposal Budget Rework 3
Budget Forward 1
Roveork

«Prav | 11213 Naxt>
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3 JY05011000012 31/052011
4 JW05011000011 /0952011
& JY¥05011000008 a0
& JY05011000002 29/04r2011
i JY05011000010 29/0452011
& JY05011000009 29/0412011
9 JW05011000002 2210452011
10 JY05011000002 19/0452011

From the list select the Journal Voucher which has to be cancelled clicking the link.

waucher
Qpen Journal
Waucher
Qpen Jaurnal
Waucher
Dpen Journal
Woucher
Qpen Journal
Waucher
Dpen Jaurnal
Youcher
Dpen Journal
Woucher

Open Jaurnal
Waucher

32,464.00
12,71,889.00
3211,742.00
B7 025.00
25 455,872.00
64,71,549.00
30,530.00

B7 816.00

[ Tournal Voucher Number V0401 § 000007
|Juurmnal Voucher Type * Adiustirecs w | Journal Yuucher Dats
| Fravious Maookh No.
loarnal Youcher Detadls
ACCOuUnt Head Sesrch(Min 4 Chars) Recept ACCount Head * Paymeot Account sead ¢ Arsount( Ry m
L1040 QDO0000-Emrpeosess 4180401 00000001 - Original Bams 57 518
I sunsinplion EGIC GPF
Narrotion * ] Sureess
| Transfor GPF amount racved from prevcus offize m respect of Sn Vis Vouhet pasied is canceled |
[ 7:; :
Notings *
|
Deimte
Notings Histery
2l Date Notingshy Desgnation Division Status Notngs
Mo
14durs- 20111108 V Errvas el Appeires GPF NRESFECT
VIBHAL MUMAR A O
1 30ure 2011 1049 R Xumn O ce Supennisndent il oty
08-Jur-2011 1827 8 Chandrashekar et Crealed Notings

Enter the notings and Click on delete.On delete the selected JV is cancelled.

2.4.Cash Voucher Process

Introduction

The purpose of cash voucher is to post the daily transactions to Monthly Accounts though the

bills are passed manually.

Pre-Requisite

1. User should be mapped to Accounts Dealing Assistant/Cashier/UDC (adj-da@esic.com) &
Accounts Branch Officer (fa-hob@esic.com) roles
2. Users should be mapped to the same branch
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6. Open Mozilla firefox browser

7. Type http://myesic.esic.in in the browser. The Login page is displayed as below

8. Login to the application

gssﬁ:tﬁ
Engioyens” Sate Intusnce Copporaon

Welcome to ESIC Employee Porctal

W ot EGIC cummet 0 bheld ouwr errployues by eosuning sadlabisily of sformuation whde fosrsalong conddanisity
ana Imleprfy of data

Legen Instructions

PRsan U your waer cvduntals W Sgnin

Bt ko AL 10028 2 THY pesoadinn (E 7 0« & oty 1 De)
ESIC Helpline

Please Login with your credentinds

User Mame

Fassward

2 Offca Mhess
ETI Coporativn. Pach ossg Druwan, Naw Delty 110 003
VoIF Helgine 7001
Emat- maipdoskiBesic in

O 2NN ESC (OF ) Ay Resarvay

CotireciManager

Primastawiol

PERFRO

AR e 0nason 1 Ues e it prieste oiedngod A5 Confidenti Doors shell =i ain S0 Copvmp SediBatnig minamy and (O zieng e Momanon 0 My hed pates cnser ey

et es shintosee
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9. Navigate to ApplicationsA Click on Finance & Accounts

Tiemplayees’ State Insurante T orperating - Mordla Fewelos i -[Q[ Kl
Bl £t Yew Moy Dockmxls ook Heb
6 o O g | Mt ne. nfmitaece et e wortma 2 1LEATOL MDA DA M S BN B J
T ——— B
T EH
e ESIC . , Yragat m
Emplcywet. Sl hiuunca Coporaion 8 ;
France And Acoourts
HRMS
Announcementis RLR i Imiluntry Hews
Parod
ESIC News M Links Referance Documenty

10. Finance & Accounts applications is displayed with the menu
11. Navigate to AdjustmentsA Cash VoucherA Create New

D ESIC IRP - Mozilla firadux =81

[ Tt fherp. ok indapoicascn_cseat 15 bean_{ 108 9604, BSASIBI0T Limarbde

Nark Roconcletan Necegnx Famd Transfer A Peymnamis Adsowtmenms Masizrn Repeats

12. Select the cash voucher date to which month to be posted. Enter the bill details,select the
Account head ,payment account head and enter the amount.
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Inenstmert

Acgastmaeres Raviers Ragorts

adgen

! vl - —
Chague Nomber * 14 wiue Date PaT |
Vaah Véucher Detaily -
[ harrter Acagert read Sasrchin & Chany) hzenure bead + Jerrant o
. [ Detes ]
) surttar 200  Delon }
|
Mateegs *
Pl may Approve s 113 S 00 Chaikedt

S Laata

ek Recanciefion Rocngrs - Sisw bedllve fand Traeter gt renarment a Payments Acgowtmenmts Ramiern Heperty

sl Yuster Numte Aol Seneres Mo Canh Vaucher Dots ! ¥
Fayshle tn * Ram Tedusines Faymaré Made * hague -]
Yty Code aw Earty Harre * ¥am Iduitre
Tagie imber * 5849 Chegue Daen * 9 2031 | _;
Cush Vaurhar Details Success \
s v croant d SawthWn & Ch ) = S . d 3 *
ey o N L Ty St ¢ CashVoucher! Mo CVOS01 0000002 1 ucemssdely gensraind \ScHvelas «
[ioton
[ Listew }

AT path

49 =

Meerret (™Y

13. Enter notings and click on submit.On Submit the Cash Voucher number is generated and is

send for approval to the Accounts Head of Branch
14. Login with Account Head of Branch user
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Employees’ State Insurance Torperatinn - Moxdls Feelos

GI_A" C X I._' Pt {0 i, nicpeimsolil/Loged saleitenal Y o F’i n Js
| i Lowtng.. (2] =

Ta@nA
ESIC

Welcome 1o ESIC Employes Partal

Pleasa Login with your credentiale
P arab
Logon stiuctisns
———ee ; loooo-ono.oo!

Lagn

Propety Management Dopartment
ESIC Halpline

15. Navigate to ERP Worklist and click on Finance & Accounts

Employees’ State Invurance Torperation - Moxdls Fenlex =180 %]

6;" C X i [ tesiiryenc ane. njmtaiace et S AT 147455 S e b9 ¥ 1T B J:
.
| o Loading...

nT&f .
[vSK_ PR - Pragati Welcaore Mol rewmerry

Anneuncem " . Cinculony Imilwstry Hews
Paprod
HAME Sugpon Functions
ESIC News Reloted Links Relotonce Docuinents

16. In the task Cash Voucher will be displayed, Click on Cash Voucher Approve
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tmployees’ State Insurance Torperatinn - Moxdls Feelos

6“-‘.. C X 0 | Mty ss. nmeaoace/eebiumst - urear sl bt accessmlivance 3 > [-'-i‘ /
[ e e msaene coprs.. || E

n '1_\:: H
ESIC . Pravati

1 s
o 4
BO Fund Request Forvard

-
Bramch Office - Fand Request 850 Pay 1
80 FR Pald 1
Accousting Unit - Fund Reguest Funit Request Finance Farward 4
Cash Withdrawal Recelpt CashWithDeavalApprove s
Supplier 8l Mold /Return 2
E
Supplier Cradit Nots Approve 3
Supplier Debhit Note Source Branch Approve 14
Revolving Fund Claim Hold /Return 2
Cash Withdrawel 1ssue CashWithDrawalApprove a
Super Speciafity Treotmest Bl Held /Rotarm 3
«Prov | L1 2] 3 Nast»
17. The transactions pending for approval is displayed in the queue
S.Mo Transaction Mumber Cash Youcher Date Armount (Rs)
1 CYoa010000002 10f032011 a40.00 Open Cash
Youcher

o o

18. Click on Open Cash Voucher Form for the record need to be approved

Za Voucher Mimbee CYD5010000807 Cash Vouchar Cate 125301

Papatieto * AT {Favment Made * Thequr -

Farty Cade 484 Farty Xwme * R Industres

-

Chegus Kumher * 6768 Chegis Date * 0L/UA/2 011 .

Carh ¥outhar Dutadls

Sl Rumber Arcount Haad SearchiNn = Chirs) Account wead * Pay=eart Aoccuts Hant * Amcane * Remarks u
s 415721 00000003 -Cath wen £l ] 42201 1300m020 3 Bustd, Tun[w] ato [ Deiese }

= et
30 110281 2000090 :-rj,n.-.m:l 402911300000001+Sugtd. Furn jw | & [ Oeie |
Notingy *
Asprirw. | Beed ack

Notings Mitory

81 Deto MNatingsBy Designaticn Dovisaen Stnes hown s
No

1 10 Mar 2011 8 Chanorasnesar Apaistam nul Crostea P52 i Apsrove

1M

19. Enter the Notings and click on Approve. On Approve the amount is posted in Monthly Accounts
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Canh Vouchar fundar CVIS01 0000007 Savs vowcher Date 1aa3201
Favable ta * fam Indystries T Payment Mode * Shague 3
Party Code abe Varty N * Ram nsustnes
. oo =
Chosue Burmber GIRNES Po— 11 0l
sk Vi ke Oatails p—
I I e IS, ———— Appromad Suttes iy & Posted — ——— = =
Nl Namtar Accoant Head Search(Min 4 Chare) Azcourt aad * 6 e ¢ Ramarks "'
wa cash wah 4120010001 (oo~ ]
i parthase I110201000 02003 CHRTEN_y v ™ [Calem )
CNetings ©
Azproved arioe 1 13 SO0 £ hyracmes]
SpEiose L el e
futings Mistury
o O Moty Desnnaticn Dietsan AT oot i
L)
1 10Mn 2011 £ Chndvaskok Asaistin et Craaces P2 v Apgiove
an

Cash Voucher Cancellation

4. Login with Accounts Dealing

Employees’ State Insurance Corperation - Moxdls Feelox

Assistant user credentials

LU cermaie , . -"’-" oy

Weokcomw 10 ESIC Employss Partal

s R Pleasa Login with your credentiale

arab
Logon hstiuctisns

0— =

Propeity Managoment Doparment
£SIC Halpline

5. Navigate to ERP Worklist and click on Finance & Accounts
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Employees’ State Insurance Corperation - Moxdls Feelox

k_ff' € X 0 | Mty se. njmitapacaiest S04 AT 4TSS S H e badr vy . ['-'-‘ Dighe F3

na&f
ESIC Pragati Welceore Mat iwwenry
W) T 87 =77 .

ESIC News “Related Links Relotonce Docuinents

6. Inthe task Cash Voucher will be displayed, Click on CV Post

FTIaAR
ESIC o wron @i B Prayati
“u’;t‘.ﬂl -f-.‘ H....—:;.'-... 8 ¥ Changa

Pazsward

Primary Secondary My Data

Challan X?.'iiu ;1
1P Clalm Bl Pending Cash Payments 2
'V for 1P Clasm 8il Claim Paid 5
GL View Active 1
Tnter AU Transfer Veority 2
PV Pald 20
Payment Voucher pending For PV 33
Branch Ofice - Fusd Request TA Gonoration k]
2V for General Bills Paid 19
Account Heal Bank Mapping Active 1
Caih i ouchar :cs'l’l”\::mrher Rework fln
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LR K20
[‘)k—» . ravatl

= LoGoin

Primary  Secomdary My Data

C luliau Youchare 1
Active 1
1P Claim Bl Fending Cosh Payments 2
PV for 1P Clalm s8I Claim Paid S
GL View Active 1
Inter AU Tramsfor Yerify 2
Payment Yaucher :::"‘ll':l‘ldq For v jg
Branch Office - Fund Request TA Generation 3
PV for General Bills Paid 19
Account Hoad Bank Mapping Active i
Cath Youchor Rowork 2
Cash Voecher 3
P | Next
107 CW0a010000003 1700372011 280.00 Open Cash
Youcher
108 CAW05010000004 170312011 400.00 Open Cash
Youcher
109 CAW05010000002 10/03r2011 240.00 Open Cash
Woucher

Pagneds Agentinesty Reports

" aran - Wernas [ ]
|ama * wt sttt fumiees 400
0] pann sote Funenam 4l
I'Oinn.i‘
[heed 10 g carwelied e | %0 B0 5 hundaitae)
|
smate

Matings Mistary
o Dae Natmgeh g Oengnation Qmpen Cramus
bl
L oNee 20 v Miveean fanutant Direchs sl Veir e Nizreet

-t

10 M 201 3 Chmnarmn e Aantant il T
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g3%d 1 wa1 B Chandrastab ar Croe

Tlark Reconciston Racroty

Sucesss
Vouther pecked 15 canredes !
B W Scroum Hea. Yo 3 Ch 0 e Nernarks =y |
=) O
) o Bt 402311 330003001 S Furedae 40
o
T
' bieher £ 8 $00 Hhariiurs
pelatn
Patiis VP
n ] e - Ayl
Afuring
4 Cront iz mag Apgoove

2.5.Cash Withdrawal Issue & Receipt Process

2.5.1. Creating Cash Withdrawal Issue

Login : Fada

TP_USRMAN i Version 2.00

Select the document classification as per the defined classification in the master list of documentsé f or your project <VEF
CONFIDENTIAL/CONFIDENTIAL/INTERNALLY RESTRICTED/PUBLIC> Page 35 of 422



WIPRO

Applying Thought

USER MANUAL

9 Opens$SO (Legin) - Mazills [ irefox
Pl LAt Yew Mgory [ocknwls Took  Mel

0 e O X O L] hetpfisso ek, coinc 4030 openssolLGLOGN reakvmarareckn: it B J
W) Must Veed | | Gettieg Stacted | Latest Headings | Wandoses Marketplace | | Shde Description | | logo_pragat Ermou‘nr.
| DpenaSO (Logn)

HIAH
ESIC

Welcoman to £SIC Employes Pertal

Please Login with your cradentials

Logon nsuctions

|_Login |

Propetry Masagemient Bepartment
ESIC Melpline

Click on Finance and Accounts tab unégplication menu

) [mployees” State Insurance Corporation - Mexilke [irefox
Dl O Wew iegtory [ockmads ook el

0 - c b ) L] hetp:fiportal esi 00, BOS1 Jvebapate fmebiguest . "" .
) Must e | ) Geltrg Racted o Latest Headines | Windases Marketplace | | Shde Desoripticn | ) kooa_agstt [ kg astion
| Employees” State bsurance Corpora...
FIW A
l,.lx_‘!(. e e W(Lmnz Mr st Kurmas) R ;
Announcements Legx ws Circwlars
HMS Suppont Funcoons
Industry News Relsted Links
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Click on Create New tab of Cash Withdrawal Issue under Adjustments menu

VESIC FRP - Mozilla Flrefox

] g s e oo nApplation co6ef 1S Iboe | 1de 9641 SSAISEO0NN 1 marhlig

Displays Cash Withdrawal Request Screen

I ESIC ERP - Mozitla Firefox

1 et frpas cordAgplosan £oal 158 boee 3 1de S6dd 6542Swsi00 /1) ShentMatadata D3aTesa 6773 atet Bost Oclidel MadinctntyDefntan TeiiSeh 20c_4fie afld fcoeded

ot

VIR WA D M bimbat Aete Canmuriat e
A ol w ! Canh WthDyaw sl Dane 251020
Banb Acconm Myrmhyr * Dayalds To *
ol Wiltslhoww ol D tads
Accawnt Type Saarch(Min 3 Pecelpt Arcapre dend * Paproart Accawnn Maad * Amoare (3 [ Aad ] ‘
Ny
Nasration *
Matinge *

(X Lo

Enter the required details
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Click on Submit Button, a pop s aSuccesgfulli Cash W
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Login: Fahob

Click on Finance and Accounts tab under ERP Worklist menu
Click on CashWithDrawalApprove hyperlink against Cash Withdrawal Issue
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Bank Vouther vvriiy

Challan Active 1
Deleted Activity
Active
GL View My Reguests
BranchOffice B0 Fund Request Forveard
Branch Office - Fund Request 2O Fund Request Furward 1
Account Mead Bank Mapplog Locotion Bank Account
Cash Youcher Approve
Cash Youcher DeleteActivity
My Request o
Approve

Supplier Cradit Note Oelete Activity

My Reguest
Cash Withdrawal 1ssup ashWithOrawalApprov

DeleteActivity

Delete Activity

Sowrce Branch Agprove
DeletediRecords

Invite Bank Verify

c

Supplier Debit Note

Inwite Bank

N N L I

Click on Open CashWithDrawal Form Hyperlink against the 'l
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Verify the details

Cash WithDrawal Request

Cazh WithDrawal Mumber CuI0S2 00000132

—— 416010100000001-Cash with Banks in | cach WithDrawal Date 50010
Account 1 SBI

Bank éccount Mumber * 123456729 Payable To * State

Cash WithDrawal Datails

Account Type Search(Min 5 Receipt Account Head * Payment Account Head * Amount [R5
Chars)
contri 301020100000001-Interest on E.[+[308010100000003-Recoveries of || 588,00

Narration *

Submit

MNotings *

Approve

sandins

Notings History

5l Date MaotingsBy Craszignation Crivision Status Matings

HMa,

1 25-0ct-2010 nirmr@ESIC Assistant null Submit
1436

Click on Approve Button, a pop saying AAppro

TP_USRMAN i Version 2.00

Select the document classification as per the defined classification in the master list of documentsé f or your project <VEF
CONFIDENTIAL/CONFIDENTIAL/INTERNALLY RESTRICTED/PUBLIC> Page 41 of 422



WIPRO

Appdying Thought

USER MANUAL

3 ISIC [RP - Mozilla Firefox
Btge derp. sk Co e S0BApplc abion_tE6ef 1S béee | tde 9604 _SSAISABI0NI(1 [SheetMetadta_aMaTeda_6771_44ed_Sceh OcO0Be23Pedd{ACSTeL 1 AMSD.

FCanh MmbOrawal Hanba CMDAS 000013
Accautt Type ® V0100000000 1 Cash milh BAMM W | = ach MrdDvak sl Dite LA0EN0
Beccunt § S5

[ 2ark Accaunt Hurder LESSOTE Pageble T2 * tate

Cash WDvam ol Details
fAcceust Type SearchiVn Recelst Accoart Hawd * - A R
Whars) Lnrzae

fcon 10201 0000000 L -i BBAI

x o Apprmn € S eicennity & Foited
I ox ]

Parvation ©

Subavz

Matiage *

[Aoprose ritet | b S0 A za e

i - DL ALl L
Featings Fatery
3l Lo MatihgsBy Canigidon Diinien ErOT Hatrgy
UL
| IBOn200 MIm@ESIC Aszotan) ! Fuann
(L5 ]

2.5.2. Creating Cash Withdrawal Receipt
Login: Fada
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ESIC

Welcoma to £SIC Employes Portal

4 A Please Login with your cradentials

Logot oasiuctions

|_Login |

Propetry Masagemient Bepartment
ESIC Melpline

Click on Finance and Accounts tab under Application menu
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0 * C X 0 L) hepfipotal es.coin: B3] wekepuie metiguest gt B /J
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Click on Create Neuwab of Cash Withdrawal Receipt under Adjustments menu

TP_USRMAN i Version 2.00

Select the document classification as per the defined classification in the master list of documentsé f or your
CONFIDENTIAL/CONFIDENTIAL/INTERNALLY RESTRICTED/PUBLIC> Page 43 of 422

project

<VEF



WIPRO
Applying Thought

USER MANUAL

SV ESIC ERP - Nearilla Flrefox

1 ey e enc co njéepbiaton edelt1B toan_Lide 9644 A58 2Sa00LY)! fmarkion

Displays Cash Withdrawal Request Screen
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Enter the required details
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VESIC ERP . Nezilla §irefox
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Click on Finance and Accounts tab under ERP Worklist menu
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Click on CashWithDrawalApprove hyperlink against Cash Withdrawal Issue
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Click on Open CashWithDrawal Form Hyperlink against the Record
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2.6.Payments

2.6.1. Creating Contingent Bill

Precondition:
A Account Head should exist for the concerned heads in Account Head Master.

Steps for Creation of Contingent Bill

1.
2.
3

10.

11.
12.

13.

Login to the
Bill No and Bill Date will be added to the Contingent bill automatically, on creation of the bill.
Select the Bill Type as Contingent from the drop down list. The available options are
Contingent/Abstract Contingent and Detailed Contingent. This is a mandatory field.
Select the Party from the drop down list. This is a mandatory field. Once the Party is selected,
the related fields under the Party Details will appear. Payable To is also a mandatory field.
Select the Purchase Order (PO) No from the drop down list. This is a mandatory field. Once the
PO No is selected, the related field under the Budget Details will appear. Account Head is also
a mandatory field.
Sanction Details will be displayed as Concurred (Yes/No).
Select the Payment Mode from the drop down list. This is a mandatory field.

a. If the Payment Mode is Manual Cheque, Cheque No should be included. This is a

mandatory field which accepts only numbers.

b. If the Payment Mode is Demand Draft, the respective Demand Draft Account Head
should be selected from the drop down list. Enter the Bank Charges, in humber.
Demand Draft Account Head and Bank Charges are mandatory fields.

Choose the Invoice No - Amount from the drop down list and click on the Add button, to include
the required invoice. Repeat the same for adding more invoices. Delete button deletes the
individual invoices. The Total field sums up the Invoice amounts automatically.

Choose the Debit Note No T Amount from the drop down list and click on the Add button, to
include the required debit note. Repeat the same for adding more debit notes. Delete button
deletes the individual debit notes. The Total (D) field sums up the Debit Note amounts
automatically.

Choose the Credit Note No i Amount from the drop down list and click on the Add button, to
include the required credit note. Repeat the same for adding more credit notes. Delete button
deletes the individual credit notes. The Total (E) field sums up the Credit Note amounts
automatically.

Type the Notings in the text box given. This is mandatory field.

Click on Attach link for attaching individual files. Click on the Browse button and locate the file
to upload. Use the Bulk Attach link for attaching many files at a time. Bulk Attach requires the
Google Gears application installed and enabled.

Click on Submit to create the Contingent Bill.
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Party Address

121-3agadish Ent,

84l No eaarated Bl Dats
Bl Type * Contingent =

Party Detalls

Party * el

Payable To

Jarup Dutta

oo Invoice No

Date

Amount{x)

Party Bank 1C1CI Bank Party Bank Account

MICR Code 993999999 ode

PAN No AJKPTOEN Deduchon Under Sechon Contractor

Budget Details

PO Mo * :':—];.U,u...w_ Head * 4020310000000 Purchase of Com | wl
A —
e

Podget Alloted Budget Availabls

Experydture Including Tha B 665000

Sanction Details

Concurred Ne

TDS Details

SNo Descnpbon Amount —m

TOS@10% 1.0 e |we
Total S0.00
Payment Details
Payment Mode * Chague -
..... _—

Grigs Amount (&) TO00.O3 Ty Amount (B) 150.00

Net Amoynt {(Ciw(A-B) 5650 0 pat Pavable( 1w C-D+E-F+G4M) 595000

Invoice Details

Invaice No - Afount INVOODD (Rs) 7000 [v] £

4 INY0O00® 1W/05/2010
Tots
Debit Note Detaids
Dabit Note No - Amount DR20£10000001-300 Z [ Add ]
51 Mo Dabt Hiote %o Ruason Tte TAmeant(ie)
DRZ2011C0000D1 Fenaity 300.00 O betn
Total (D) 300 O
Credit Hobe Detalls
Cradit Hots Mo - Amount SRIM1000000-400 j [ add |
Sl Mo Credit Kote No Reaton Drste amounk
1 CRZ0110000001 Peraky 19/05/2000 so0.00  ([EEEE
Toktal (E) ; aoo.an
Haotings *
Pleass Werfy and Approve the Bill orested
Attschments
Fila Upload  Ahiah File
&l Mo Fie Link
Suinmit ! Dmiste
Supplier Contingent Bill Create screen.
Verify/Send Back of Contingent Bill
Precondition:
A Contingent Bill creation should happen prior to verify process.
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Steps for Verifying Contingent Bill

1. Select the Contingent Bill from the List view by clicking Open.
2. Verify the Contingent Bill created by Dealing Assistant (DA) and if required can edit the fields.
3. Once verified observations should be entered in Notings area and click on Verify or Send Back.

Notings is a mandatory field.

4. On Verify, the Contingent Bill should be available for Approval.
5.  On Send Back the Contingent Bill should go back to DA as Rework

My Inbox Chart

Supplier Bill
Werify

Dash board for SO of Purchase Group for viewing Supplier Bill.

Supplier Bl List

T Edl Mo Bill Cuaém Bill Typs Party Mams Amours (Fe) Chatun
BL20D .| {ii] 19/05/2010 Conhngant 121-degadisk Ent. &050.00 Dpen
(4] o
List view for contingent bildl Click on fAOpeno
ol No B0 NUgooo B Crate o
Bdl Tepm * Comvgent
Farty Details
Party * 121-Jagadesh £
Party Addrar oangalore P Oute [
Party Bank
MICE Code
DR awrrern ot
Bodget Details
ro Mo * Fearean Avcaunt Hestd 1000 wrcha ald B3
Aey SO0D 00
Budgnt Allated Budget Avallete Toomaec
Expandturs Inchadasg Thie Rl
Sunctiom Details
".r‘f- urred L
TOS Dutails
= 50 [ e ]
~erp
Payment Detolls
Frocs Atacune (A) TOD0 OO Tyu Amount {8 0o
Net Aviount (ClwdAB) "'-""".n:-: svable{[d=lC DEFadem o
Invnice Details
Zlne Invorcs No Outs Amaurt|®s)
1 IVoooe L %08 Mo aoo o0
al OO O
Duhit Note Detatle
SLNADsDT Hote N Penton rare Arny H
1 DAL LOD0D ool enah ivos/eete s00.
Totsl (D) 00.¢
Condit Note Details
SLNeCrodn Note No Rroasor Date A L]
i L Fanahy yass2uL
Totnl (8)
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Hambings *
Buedess
W] s e T
A e aains &I

W e Pl Lk

Verify window for Section Office for Purchase group.
Approve/Cancel/Send Back of Contingent Bill

Precondition:
A Contingent Bill should be verified by Section Officer (SO).

Steps for Approving Contingent Bill

1. Select the Contingent Bill from the List view by clicking Open.
2. Verify the Contingent Bill and if required can edit the fields.

3. Once verified should put observations in noting area and click on Approve/Send Back or
Cancel. Notings is a mandatory field.

On Approve, the bill will move to the DA of Finance.

On Send Back the Contingent Bill will be available to SO for Rework.
On Cancel, the Bill will be rejected.

ook

Qunen
onsen

List View for Head of the Branch of Purchase group for approving the bill.

BT D ate

Bl Type =

il Entry =

Party Detads

=y -.

TOS Detasls

= rio Cesoroton Arnount
TOSS10%

Tote!

Payment Details

ment Mode * Cheque

Inveice Details

Deobit Note Details

S NCDebe Note A

O# 20110000001 Senatty 19/05/2010

Credit Note Oeotalls

St NoCredt Note No Reason Da

Penaity
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HMotings *

SLUSGeaE
Fr— T ﬂ B et St ikl
Attachmonts h D""]

Sl.No File Lnk

Approve Window for Head of the branch of Purchase group. On Approve it will show Success
message.

Finance Check of Contingent Bill

Precondition:
A Contingent Bill should be approved by Head of the Branch (HOB).

Steps for Checking Contingent Bill
1. Select the Contingent Bill from the List view by clicking Open.
2. Check the Contingent Bill and if required can edit the fields.
3. Once verified should put observations in noting area and click on Check. Notings is a
mandatory field.

Supplier Bill
My Inbox Chart Finance Check

Finance DA dashboard for supplier bill check.

=.HMo Bill Mo Bil Dgte Bl Typs Party KHama Smount [Rs) Etabus
1 BLZ01 G0000E 19,/0%/2010 Cortingent 121-lagadizh Ert 950,01 Cpen
List view for DA of Finance. AOpeno | ink wildl open th

TP_USRMAN i Version 2.00

Select the document classification as per the defined classification in the master list of documentsé f or your project <VEF
CONFIDENTIAL/CONFIDENTIAL/INTERNALLY RESTRICTED/PUBLIC> Page 54 of 422



Q

WIPRO

Appdying Thought

USER MANUAL
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Finance DA verification window for supplier bill.
Finance Verify/Send back of Contingent Bill

Precondition:
A Contingent Bill should be checked by Finance DA.

1. Select the Contingent Bill from the List view by clicking Open.

2. Verify the Contingent Bill and if required can edit the fields.

3. Once verified, give the observations in the noting area and click on Verify. Notings is a
mandatory field.

4. On click of Send back, the Bill can be moved to the previous level.

5. On click of Verify, the Bill will be moved to the Finance HOB.

Supplier Bill
hty Inbox Chart Finance Verify

Dash board for Supplier bill verify by Finance SO
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Finance Approve/Forward/Send back/Return of Contingent Bill

Precondition:

A Contingent Bill should be verified by Finance SO

Steps for Approving Supplier Contingent Bill in Finance

AWN R

gueue until the final payment.

~N O O

processing.

Select the Contingent Bill from the List view by clicking Open.
Contingent Bill is ready for final check and if required can edit the fields.
Enter the Notings in the text area provided. This is a mandatory field.
On click of Approve, the Contingent Bill is approved, and moved to the Finance Hold/Return

On click of Send back, the Contingent Bill can be returned back for Rework.
On click of Return, the Contingent Bill can be returned back to the MM Department.
On click of Forward, the Contingent Bill can be moved to another level in the hierarchy for
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Dash board of finance AHOBO for approving supplier

Approve window for finance head of the branch. On Approve Success message will appear.
Finance Hold/Return of Contingent Bill

Precondition:
A Contingent Bill should be approved by Finance HOB.

Steps for Hold/Return of Contingent Bill in Finance

Select the Contingent Bill from the List view by clicking Open.

Contingent Bill is ready for final check and if required can edit the fields.

Enter the Noting in the text area provided. This is a mandatory field.

On Hold, the Abstract Contingent Bill is held On-Hold for the final payment.

On Return, the Contingent Bill can be returned back to the MM Department for Approval and

will follow the same cycle in Finance.

G WN R
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