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Online Budgetary Release Request-Agency Level (Preparatory Official):  
 

Step1:  
 

a) Go to the Release Module and select online release request.  
b) Select category, AU, Account No., Signatory (of the agency), requisition reference  

(Start from 1 and follow in ascending order for the next releases) and requisition date  
(Req. Date).  

c) Click on Endorsement/Subject button and enter the endorsement/subject.  
d) Enter any relevant information in the “Remarks”.  
e) Click “Select the budget lines”.  

 
 
 
 
 
 
 
 
 
 
 
 

f) The list of budget lines will pop up while clicking the “Select Budget lines” button.  

g) Select the appropriate budget lines and click “OK”.  

 
 
 
 
 
 
 
 
 
 
 
 
  

h) Go to “Select Budget lines –Add/Cancel” and click on “Add” Button.  
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i) Click on “Detail” button of selected budget lines.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

j) To check the available “Budget Amount”, “Adjustment Amount”, “Progressive  

Amount” and “Balance Amount” for the particular selected budget lines click on  

“Curr Detail”, “Cap detail”, “Lend Detail” and “Repay Detail” as required. 

 
 
 
 
 
 
 

k) Subject to the “Balance Amount” available, enter the figures/amount.  
 
 
 
 
 
 
 
 
 
 
 
 

l) Click “Update” to save the figures/amount and click on “Calculate Total”. The system will  
automatically update the figures/amount in the list of release.  
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m) Click “Submit” for approval to the Head of Accounts.  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

n) For Ad-hoc (current/capital) release request, the necessary supporting documents  

must be uploaded via “File Upload”. The documents should be scanned in  

JPEG format  with maximum 100kb size. 

0) For necessary follow up, the concern official can track the approval stages (agency  

level or DPA level) by clicking on “Details”.  

 
Step 2: Online Budgetary Release Request Approval (Agency Level-Head of Accounts)  

 
a) Go to the Release Module and select online release request approval.  

b) Select “Release Type” and “Account No.”  

c) Click “Pending” to view pending releases request or “Approved” to view the approved  

Releases)  
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d) To view the necessary supporting documents for ad-hoc (current/capital) release  

request, click on “Attachments”.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

e) To approve/reject the release request, go to approved/rejected drop down list and  

select the “Approved/Rejected” and click “Save”. If rejected, provide justifications in  

the “Remarks” column and click “Save”.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 3: Online Budgetary Release Verification (DPA- Concern Verifying Official):  
 

a) Go to the Release Module and select “Online Budgetary Release Verification”.  

b) Select “Release Type” and “Account No.”  

c) Click “Pending” to view pending releases request or “Approved” to view the approved  

releases (appears in drop down list)  
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d) To verify the necessary supporting documents for ad-hoc (current/capital) release  

request, click on “Attachments”.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

e) To approve/reject the release request, go to approved/rejected drop down list and  

select the “Approved/Rejected” and click “Save”. If the documents are not  

satisfactory, reject the release providing justifications in the “Remarks” column and 

click “Save”.  
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Step 4: Online Budgetary Release Receipt (DPA):  
 

a) Go to the Release Module and select “Online Release Receipt”.  

b) Select category, AU, Account No., Signatory (of the DPA), requisition reference (Follow the  

agency release request reference no.) and requisition date (Req. Date).  

c) Click on Endorsement/Subject button and enter the endorsement/subject and click “Update  

from Online Request”  

d) Go to “Not Approved” to view and click details. Then click “update” and “calculate total” 

e) Click “Submit” to finalize the online release receipt.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5: Release Approval (DPA):  
 

a) Go to the Release Module and select “Release Approval”.  

b) Select “Release Type”, “Category”, “AU” and “Account No.”.  

c) Click on “Pending” to view the pending release for approval.  

d) Tick the approved box under the “List of Release-PENDING:” and click “Approve  

Selected Releases” for finalizing the approval. 
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1. Online Refundable Release  
 

NOTE: The party and assignment code which is created in the “ Accounts” module during the  

receipt of deposits from the third party for preparation of voucher, the details of the party and  

assignment code will now be reflected in the “RD Deposit Receipt”.  

 
Step 1: Online Refundable Deposit/Non Revenue Release (Agency-Preparatory Official):  

 
a) Go to the Release Module and select Online Refundable Deposit/Non Revenue Release.  

b) Select Fiscal Year, Category, Month, Bank, Branch, Account No. Signatory (of the  

agency).  

c) Click on Endorsement/Subject button and enter the endorsement/subject.  

d) Click “Pending” to view pending releases request or “Submitted” to view the submitted  

releases.  

e) The necessary supporting documents must be uploaded via “File Upload”. The documents  

should be scanned in JPEG format with maximum 100kb size.  

f) Insert the figures in the “Release Amount”. “Amount”- this indicates the overall amount  

deposited in the refundable account, “Release Amount”-represents amount for the current  

release request and “Balance Amount”- represents the available balance. If the partial  

release has been made, the balance amount will accordingly fluctuate.  

g) Tick the “Check” box and click “Submit” for approval to the Head of Accounts.  
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Step 2: Online Refundable Deposit/Non Revenue Release Request Approval (Agency):  
 

a. Go to the Release Module and select “Online Refundable Deposit/Non Revenue  

Release Approval”. 

b. Select “Release Type” and “Account No.”  

c. Click “Pending” to view pending releases request or “Approved” to view the approved  

releases.  

d. To view the necessary supporting documents, click on “Attachments”.  

e. Next- To approve/reject the release request, go to approved/rejected drop down list  

and select the “Approved/Rejected” and click “Save”. If rejected, provide  

justifications in the “Remarks” column and click “Save”.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 3: Online Refundable Deposit/Non Revenue Verification (DPA-Concern Verifying  

Official):  

 
a) Go to the Treasury Module and select “Online Refundable Deposit/Non Revenue  

Verification”. 

b) Select “Release Type”, “Fiscal Year”, “Month”, “Category”, “AU” and “Account  

No.”  

c) Click “Pending” to view pending releases request or “Approved” to view the  

approved releases (appears in drop down list).  

d) To view and verify the necessary supporting documents, click on “Attachments”.  
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e) To approve/reject the release request, go to approved/rejected drop down list and  

select the “Approved/Rejected” and click “Save”. If the documents are not  

satisfactory, reject the release providing justifications in the “Remarks” column and  

click “Save”.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Step 4: Refundable Deposit Withdrawal Online (DPA-Concern Verifying Official):  
 

a) Go to the Treasury Module and select “RD Withdrawal Online”.  

b) Select Month, Category, AU code, Account No., Signatory (of the DPA), and File No.  

c) Click on Endorsement button and enter the endorsement.  

d) Click “Add”.  

e) Click on “NOTAPPROVED” to view the pending RD Withdrawal for approval and  

“Approved” to view the approved RD Withdrawal. 
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f) Click the “Details” against the respective withdrawal under the “List of RD  

Withdrawals which has not been approved” and click “Submit” for finalizing the RD  

Withdrawal approval. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 5: RD Withdrawal Approval (DPA-Concern Signatory Official):  
 

a) Go to the Treasury Module and select “RD Withdrawal Approval”.  

b) Select “Release Type” and “Account No”.  

c) Click on “Pending” to view the pending RD Withdrawal for approval and “Approved”  

to view the approved RD Withdrawal.  

d) Select “Approved” from the drop down list and click “Save” for finalizing the release  

approval.  
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Step 6: Refundable Release (DPA):  
 

a) Go to the Release Module and select “Refundable Release”.  

b) Select Category, AU, Account No., Signatory (of the DPA), requisition reference and  

requisition date (Req. Date).  

c) Click on Endorsement button and enter the endorsement.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

d) Click on the “Select Invoice”, tick the box and close the button “×”.  
 
 
 
 
 
 
 
 
 
 

e) And accordingly click on the “Add” button to view the list of refundable release.  

f) Click “Submit” for finalizing the approval.  
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Step 7: Release Approval (DPA):  
 

a) Go to the Release Module and select “Release Approval”.  

b) Select Release Type (Refundable), Category, AU and Account No.  

c) Click on “Pending” to view the pending refundable release for approval and “Approved”  

to view the approved refundable release.  

d) Tick the “Check” box and click “Approve selected Releases” for final approval.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Online Uncashed Release  
 

Step 1: Online Un-cashed Cheque Release (Agency-Concern Preparatory Official):  
 

a) Go to the Release Module and select Online Un-cashed Cheque Release.  

b) Select Fiscal Year, Account No. Signatory (of the agency). 

c) Click on Endorsement button and enter the endorsement.  

d) Click “Pending” to view pending releases request or “Submitted” to view the  

submitted releases (appears in drop down list).  
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e) The necessary supporting documents must be uploaded via “File Upload”. The  

documents should be scanned in JPEG format with maximum 100kb size or maximum  

of 5 scanned documents.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

f) Tick the “Check” box.  
 
 
 
 
 
 
 
 
 
 
 
 
 

g) Click “Submit” for approval to the Head of Accounts.  
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Step 2: Online Un-cashed Cheque Release Request Approval (Agency-Head of Accounts):  
 

a) Go to the Release Module and select Online Un-cashed Cheque Release Request  

Approval. 

b) Select Release Type and Account No.  

c) Click “Pending” to view pending un-cashed cheque releases request or “Approved” to  

view the approved un-cashed cheque releases (appears in drop down list).  

d) To view the necessary supporting documents, click on “Attachments”.  

e) Next- To approve/reject the release request, go to approved/rejected drop down list and  

select the “Approved/Rejected” and click “Save”. If rejected, provide justifications in the  

“Remarks” column and click “Save”.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 3: Online Un-cashed Cheque Release Verification (DPA-Concern Verifying Official):  
 

a) Go to the Release Module and select “Online Un-cashed Cheque Release  

Verification”. 

b) Select Release Type (Un-cashed Cheque) and Account No.  

c) Click “Pending” to view pending releases request or “Approved” to view the  

approved releases (appears in drop down list)  

d) To verify the necessary supporting documents for release request, click on  

“Attachments”. 

e) To approve/reject the release request, go to approved/rejected drop down list and  

select the “Approved/Rejected” and click “Save”. If the documents are not  

satisfactory, reject the release providing justifications in the “Remarks” column and  

click “Save”.  
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Step 4: Un-cashed Cheque Release (DPA-Concern Verifying and Preparatory Official):  
 

a) Go to the Release Module and select “Un-cashed Cheque Release”.  

b) Select Category, AU, Account No., Signatory (of the DPA), requisition reference  

(Follow the agency release request reference no.) and requisition date (Req. Date).  

c) Click on Endorsement button and enter the endorsement.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

d) Click “Select” against the “Release Amount:” This will trigger a pop-up window and  

check the box then click “Select”.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

e) Next- Click on “Add” to view the list of releases. 

f) Check Approved box and click “Submit” to process for final approval.  
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Step 5: Release Approval (DPA-Approving Official):  
 

a) Go to the Release Module and select “Release Approval”.  

b) Select “Release Type (Un-cashed Cheque)”, “Category”, “AU” and “Account No.”.  

c) Click on “Pending” to view the pending release for approval.  

d) Check the approved box under the “List of Release-PENDING:” and click “Approve  

Selected Releases” to finalize the approval. 
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NOTE  
 

The Client agency, while creating the party and assignment code of the Entrusted Agency for PW  

Advance, this will affect accordingly in the Entrusted Agencies, the system will automatically  

record the Client Agency in the party and assignment code. Now, the Entrusted agency need not  

create party and assignment code while carrying out any Deposit works.  

 
 

Step 1: Online Refundable Deposit/Non Revenue Release (Agency-Concern Preparatory  

Official):  

 
a) Go to the Release Module and select Online Refundable Deposit/Non Revenue  

Release. 

b) Select Fiscal Year, Category, Month, Bank, Branch, Account No. Signatory (of the  

agency).  

c) Click on Endorsement/Subject button and enter the endorsement/subject. 

d) Click “Pending” to view pending releases request or “Submitted” to view the  

submitted releases. 

e) The necessary supporting documents must be uploaded via “File Upload”. The  

documents should be scanned in JPEG format with maximum 100kb size.  

f) Insert the figures in the “Release Amount”. “Amount”- this indicates the overall  

amount deposited in the non-revenue account, “Release Amount”-represents amount for  

the current release request and “Balance Amount”- represents the available balance. If  

the partial release has been made, the balance amount will accordingly fluctuate.  
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g) Tick the “Check” box and click “Submit” for approval to the Head of Accounts.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2: Online Refundable Deposit/Non Revenue Release Request Approval (Agency-Head  

of Accounts):  

 
a) Go to the Release Module and select “Online Refundable Deposit/Non Revenue  

Release Approval”. 

b) Select “Release Type” and “Account No.”  

c) Click “Pending” to view pending releases request or “Approved” to view the approved  

releases.  

d) To view the necessary supporting documents, click on “Attachments”.  

e) Next- To approve/reject the release request, go to approved/rejected drop down list  

and select the “Approved/Rejected” and click “Save”. If rejected, provide  

justifications in the “Remarks” column and click “Save”.  
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Step 3: Online Refundable Deposit/Non Revenue Verification (DPA-Concern Verifying  

Official):  

 
a) Go to the Release Module and select “Online Refundable Deposit/Non Revenue  

Verification”. 

b) Select “Release Type (Non Revenue)”, “Fiscal Year”, “Month”, “Category”, “AU”  

and “Account No.”  

c) Click “Pending” to view pending releases request or “Approved” to view the approved  

releases..  

d) To approve/reject the release request, go to approved/rejected drop down list and  

select the “Approved/Rejected” and click “Save”. If the documents are not  

satisfactory, reject the release providing justifications in the “Remarks” column and  

click “Save”.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

e) To view and verify the necessary supporting documents, click on “Attachments”.  
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Step 4: Non Revenue (DPA-Concern Verifying Official):  
 

a) Go to the Release Module and select “Non Revenue”.  

b) Select Category, AU, Account No., Signatory (of the DPA), requisition reference and  

requisition date (Req. Date).  

c) Click on Endorsement button and enter the endorsement.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

d) Click on the “Select Invoice”, tick the box and close the button “×”.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

e) And accordingly click on the “Add” button to view the list of refundable release.  

f) To view the invoice details, click the “Detail” button against the “List of Release”.  

g) Click “Submit” for finalizing the approval.  
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Step 5: Release Approval (DPA-Approving Official):  
 

a) Go to the Release Module and select “Release Approval”.  

b) Select Release Type (Non Revenue), Category, AU and Account No.  

c) Click on “Pending” to view the pending non revenue release for approval and “Approved”  

to view the approved non revenue release.  

d) Tick the “Check” box and click “Approve selected Releases” to finalize the approval.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ACCOUNTS MODULE  
 
  

Transfer Employee Department to Department within same LC/PLC  
 

STEP-1  
 

a) Go to the Payroll Module and select Transfer Department to Department (Same  

LC/PLC). 

b) Select Account No., Source Department, Target Department  

c) Next- From the drop down list click “Transfer” against the concern official.  
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d) This will enable the “Save” button and accordingly click the “Save” button. Click  

Transfer  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

e) Next- In case any outstanding personal advance is reflected against the selected official; a  

pop up message will appear as a reminder to pass a journal entry to transfer his/her  

advances to the targeted department. Without passing this Journal Entry the “Save” button  

will not be enabled at all. Remember that in the case of usual transfer, this will have to  

process through the existing practice of issuance of LPC.   
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NOTE:  
The Journal Entry for transferring the employee to the different department under the  
same LC/PLC…  
Source Department;  
Debit the New Department Activity; Credit the Old Department Activity  
Targeted Department;  
Debit the Old Activity Department Activity; Credit the New Department Activity  



 
 
 
 
 
 
 

Automate/ Develop Voucher preparation & approval stages for different levels.  

 
1. Budgetary Agency- Preparatory Level  

 
a) Go to Accounts Module, select Voucher, Under Add/Edit Voucher Summary, select  

signatory of the Approving officer (Head of Accounts), Entry date, Voucher Type,  

Finance-Type, Name of Payee, Particulars (Narration), Income Type, TDS Percentage  

and then Add.  

b) Go to Voucher Summary, and upload supporting document if necessary. The  

necessary supporting documents must be uploaded via “File Upload”. The documents  

should be scanned in JPEG format with maximum 100kb size or maximum of 5  

scanned documents.  

 
 
 
 
 
 
 
 
 
 
  

c) Prepare the voucher and click “Save”. This will automatically forward the  

Voucher to the approval signatory (Head of Accounts).  

 
 
 
 
 
 
 
 
 
 
 
 

2. Budgetary Agency- Verification Level. 
a) Go to Accounts Module and select voucher verification. 
b) Select “Account No” ”Month” and “Approved Authority”. 
c) Click “Not Verified”. 
d) To verify click “Attachments” and click “Approve”. This will automatically go to approved authority. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

 
3. Budgetary Agency-Approval Level (Head of Accounts)  

a) Go to “Accounts module”, select “Voucher Approval”, select “Account Number”,  

and select “Pending”.  

b) To view the necessary supporting documents, click on “Attachments”.  

c) The list of not approved voucher will appear, select “Cheque No” against the Voucher  

(multiple/single). For approval click “Approve” under the column “Approve”.  
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Automatic generation of Non-Revenue Receipt for other Vouchers except release  

voucher.  

1) Go to “Accounts module”, select “Voucher Approval”, select “Account Number”,  

select “Approved”  

2) Select “ NR Receipt” against the selected “Voucher No” and Click.  

 
3) Non-Revenue Receipt will generate two copies in single page (each copy for office  

and client)  

 

Sample of Client Copy  
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Sample of Office Copy  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Voucher Reversal  

 
NOTE:  

 
The Budgetary Agencies can now make reversal voucher related to salary (if remittances are  

not posted) and further, reverse the journal vouchers and others vouchers as well. Follow the  

steps below:  

 
a)  Go to “Accounts” module, Select “ Voucher Reversal”, Choose “ Select Bank A/C  

No” and “Select month”  

b)  Under “Reverse Voucher”, Check under “ Select” against “ Voucher No” (Multiple/  

single) and Click “Reverse” button. The selected voucher is now reversed.  
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S  eparate View for Active & Inactive Employee  
 

a) Go to “Payroll” module, select “ Master Employee”, “select Department”, the list of  

active employee will precede inactive employee.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Alert Message  

 
a) For Unapproved Voucher, Budgetary Releases, Refundable Deposits Releases, Un-  

Cashed Cheque Releases and Non-Revenue Releases will appear in the top bar as  

notification highlighted in red for the respective delegated users.  

 
 
 
 
 
 

NOTE  
 

a) In the new enhanced version, all the expenditures are now tagged with the release  

including PW Advance and Personal Advance.  

b) Earlier the expenditures are tagged with the approved budget and in this enhanced version  

the releases from DPA are also tagged with the Budgetary expenditures to sub-activity  

level which indicates that the expenditures can now be booked within the specific sub-  

activity only.  

c) The work assignment of advances adjusted of preceding year will not be brought forward  

in the current Fiscal Year as reflected in the past.  

d) Cash Remmittances will now be reflected in TDS Reports.  
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