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1 Introduction 

1.1. Objective 

Employeeôs State Insurance Corporation (ESIC) has envisaged on ñProject PANCHDEEPò with 
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. 
ñProject PANCHDEEPò has been divided into 5 divisions, namely Pehchan, Milap, Pashan 
Dhanwantri and Pragati. The main objective of this document is linked to ñPragatiò, which 
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 
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2 Finance & Accounts Process  

2.1.  Challan Process 

 

Challan Creation 

1. Login into the application with the login credentials 

 

 
 

2. Navigate to ApplicationĄFinance and Accounts 
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3. Navigate to ReceiptsĄChallanĄCreate New 

 

 
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 to be deposited. 

 

Note: In single challan multiple account heads can be added using the add button 
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5. Click on Submit Button. On click the challan No is generated. 

 

Challan Print  
 

6. Navigate to ERP WorklistĄFinance and Accounts 
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7. The worklist is displayed as below 

 

 
 

 

8. Click on Challan Active from the worklist 

 
 

 

9. All the challans created are displayed in the queue 
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10. Click on open link to see challan details for printing 

 

 
 

11. Click on print button to view the challan 
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2.2. Bank Reconciliation Process 

Manual Bank Statement 
 
Precondition:  
Ą 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 wonôt 
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. 

 
 
 

 
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 Voucher is un-checked the payment wonôt 
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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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 

mailto:adj-da@esic.com
mailto:fa-so@esic.com
mailto:fa-hob@esic.com
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1. Open Mozilla firefox browser 
2. Type http://myesic.esic.in in the browser. The Login page is displayed as below 
3. Login to the application  

http://myesic.esic.in/
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4. Navigate to ApplicationsĄClick on Finance & Accounts 

 
5. Finance & Accounts applications is displayed with the menu 

 
AdjustmentsĄ Journal VoucherĄ Create New 

 
 
 
 
 
 
Displays Journal Voucher Request Screen 
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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. 

 
 On submit  ñSubmitted Successfullyò is displayed 
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Login with  FA-SO for JV  Verification  
Go to ERP worklist Ą finance and accountsĄJournal voucher Ąverify  

 
 
Click on Open Hyperlink against the Record which need to verified  
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Verify the details  

 
Enter Notings and click on verify or send back buttons as decided  
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Click on Verify Button, a pop saying ñVerified Successfullyò will be displayed 

 
Login : FA-HOB for JV approval 
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Go to ERP worklist Ą finance and accounts 
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Journal voucher Ą Approve  

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

 
 
Click on Approve Button, a pop saying ñJournal Voucher NO JVxxxxxxxxxxx generated & postedò will 
be displayed 
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Journal Voucher Cancellation 
 

1. Login with Accounts Dealing Assistant user credentials 
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2. Navigate to ERP Worklist and click on Finance & Accounts 

 

 
3. In the task Journal Voucher will be displayed, Click on Post 
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From the list select the Journal Voucher which has to be cancelled clicking the link. 

 
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 

mailto:adj-da@esic.com
mailto:fa-hob@esic.com
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Steps 
 

 
 
 
 
 
 
 
 
 
 
 
 

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  

http://myesic.esic.in/
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9. Navigate to ApplicationsĄClick on Finance & Accounts 

 
10. Finance & Accounts applications is displayed with the menu 
11. Navigate to AdjustmentsĄCash VoucherĄCreate New 

 

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

 
16. In the task Cash Voucher will be displayed, Click on Cash Voucher Approve 
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17. The transactions pending for approval is displayed in the queue  
 

 
 
 

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

 
19. Enter the Notings and click on Approve. On Approve the amount is posted in Monthly Accounts 
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Cash Voucher Cancellation 
 

4. Login with Accounts Dealing Assistant user credentials 

 
 

5. Navigate to ERP Worklist and click on Finance & Accounts 
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6. In the task Cash Voucher will be displayed, Click on CV Post 
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2.5. Cash Withdrawal Issue & Receipt Process 

 

2.5.1. Creating Cash Withdrawal Issue  

 

Login : Fa-da 
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Click on Finance and Accounts tab under Application menu 
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Click on Create New tab of Cash Withdrawal Issue under Adjustments menu 

 

 
 

Displays Cash Withdrawal Request Screen 

 

 
Enter the required details 
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Click on Submit Button, a pop saying ñCash Withdrawal No CWxxxxxxxxxxx Successfully 

Generatedò will be displayed 
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Login: Fa-hob 

 

Click on Finance and Accounts tab under ERP Worklist menu 

Click on CashWithDrawalApprove hyperlink against Cash Withdrawal Issue 

 



1  

USER MANUAL  

TP_USRMAN ï Version 2.00 
 
Select the document classification as per the defined classification in the master list of documentsô for your project <VERY 
CONFIDENTIAL/CONFIDENTIAL/INTERNALLY RESTRICTED/PUBLIC>                                            Page 40 of 422 

 
 

Click on Open CashWithDrawal Form Hyperlink against the Bill No: 
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Verify the details  

 

 
 

Click on Approve Button, a pop saying ñApproved Successfully & Postedò will be displayed 
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2.5.2. Creating Cash Withdrawal Receipt 

Login: Fa-da 
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Click on Finance and Accounts tab under Application menu 

 

 
Click on Create New tab of Cash Withdrawal Receipt under Adjustments menu 
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Displays Cash Withdrawal Request Screen 

 

 
 

Enter the required details 
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Click on Submit Button, a pop saying ñCash Withdrawal No CWxxxxxxxxxx successfully 

generatedò will be displayed 
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Login : Fa-hob 

 

 
 

 

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 

 

 
 

 

Enter the required details 
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Click on Approve Button, a pop saying ñApproved Successfully & Postedò will be displayed 
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2.6. Payments 

 

2.6.1. Creating Contingent Bill 

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

 
Steps for Creation of Contingent Bill 

 
1. Login to the 
2. Bill No and Bill Date will be added to the Contingent bill automatically, on creation of the bill. 
3. 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. 
4. 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. 
5. 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. 

6. Sanction Details will be displayed as Concurred (Yes/No). 
7. 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 number. 
Demand Draft Account Head and Bank Charges are mandatory fields. 

8. 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. 

9. Choose the Debit Note No ï 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. 

10. Choose the Credit Note No ï 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. 

11. Type the Notings in the text box given. This is mandatory field. 
12. 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. 

13. Click on Submit to create the Contingent Bill. 
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Supplier Contingent Bill Create screen. 
 
 
 
 
Verify/Send Back of Contingent Bill  
 
Precondition: 
ĄContingent 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 
 

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

 
 
List view for contingent bill. Click on ñOpenò link for viewing the form. 
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Verify window for Section Office for Purchase group. 

Approve/Cancel/Send Back of Contingent Bill 
 
Precondition: 
Ą 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. 
4. On Approve, the bill will move to the DA of Finance.  
5. On Send Back the Contingent Bill will be available to SO for Rework. 
6. On Cancel, the Bill will be rejected. 

 
 
 

 
 
List View for Head of the Branch of Purchase group for approving the bill. 
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Approve Window for Head of the branch of Purchase group. On Approve it will show Success 
message. 
 
Finance Check of Contingent Bill 
 
Precondition: 
Ą  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. 
 

 
 
Finance DA dashboard for supplier bill check. 
 

 
 
List view for DA of Finance. ñOpenò link will open the bill verify form. 
 
 



1  

USER MANUAL  

TP_USRMAN ï Version 2.00 
 
Select the document classification as per the defined classification in the master list of documentsô for your project <VERY 
CONFIDENTIAL/CONFIDENTIAL/INTERNALLY RESTRICTED/PUBLIC>                                            Page 55 of 422 

 
Finance DA verification window for supplier bill. 
Finance Verify/Send back of Contingent Bill 
 
Precondition: 
Ą  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. 

 

 
 
Dash board for Supplier bill verify by Finance SO 
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List view for SO of Finance. ñOpenò link will open the bill verify form. 
 

 
Finance Approve/Forward/Send back/Return of Contingent Bill 
 
Precondition: 
Ą Contingent Bill should be verified by Finance SO 
 
Steps for Approving Supplier Contingent Bill in Finance 
 

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

queue until the final payment. 
5 On click of Send back, the Contingent Bill can be returned back for Rework. 
6 On click of Return, the Contingent Bill can be returned back to the MM Department. 
7 On click of Forward, the Contingent Bill can be moved to another level in the hierarchy for 

processing. 
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Dash board of finance ñHOBò for approving supplier bills. 

 

 
Approve window for finance head of the branch. On Approve Success message will appear. 

 
Finance Hold/Return of Contingent Bill 
 
Precondition: 
Ą Contingent Bill should be approved by Finance HOB. 
 
Steps for Hold/Return of Contingent Bill in Finance 
 

1 Select the Contingent Bill from the List view by clicking Open. 
2 Contingent Bill is ready for final check and if required can edit the fields. 
3 Enter the Noting in the text area provided. This is a mandatory field. 
4 On Hold, the Abstract Contingent Bill is held On-Hold for the final payment. 
5 On Return, the Contingent Bill can be returned back to the MM Department for Approval and 

will follow the same cycle in Finance. 
 




























































































































































































































































































































































































































































































































































































































































































































































