Office of the
Principal Chief Commissioner of Income Tax (AP & Telangana)
Accounts Section, “C” Block, 9™ Floor,
Income Tax Towers, A.C. Guards, Hyderabad-04

F.No.6/Pr.CCIT, AP&TS/Guard File/ACCTS/2018-19 dated 22.01.2019

OFFICE MEMORANDUM

Sub: The procedure to be followed for preparation and processing of GPF Bills in EIS
Modules—Forwarding of —regarding.

Ref: E-mail dated 18.01.2019 at 05:24 PM received from ZAO, CBDT, Hyderabad.

The under signed is directed to forward herewith a copy of E-mail under reference cited
above received from ZAO, CBDT, Hyderabad, regarding the processing of General Provident Fund
(GPF) Bills, from now onwards which are to be submitted through EIS only.

The GPF Manual for processing General Provident Fund (GPF) Bills in EIS Module is
enclosed herewith for information and necessary action.

: |
(V. DEVA KUMARI)
Administrative Officer (Accounts)
Encl: As above 0/o Pr. CCIT, AP&TS, Hyderabad

To,
All the Heads of Offices/DDO’s in AP&TS Region.
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P KRISHNANKH
- Gm&ﬂ <sundaresanchotu@gmail.com>

gpf-preparation of gpf bills in eis-
regarding

zaohyd.chdt Fri, Jan 18,2019 at 5:24
<zaohyd.cbdt@nic.in> PM
To: sundaresanchotu@gmail.com

Cc: FPU Tirupati <fputpty@gmail.com>, FPU Vijayawada
<fpuvja.cbdt@gmail.com>, FPU Guntur
<fpuguntur.cbdt@gmail.com>

Sir,

The GPF Manual for processing bills in EIS is enclosed
for for forwarding the same to all DDOS UNDER THE
JURISDICTION OF 0/0 PR CCIT

CBDT,HYDERABAD.

The gpf bills from now onwards are to be submitted
through EIS only.

K Sudha

ZAO, CBDT, HYDERABAD

0/o Principal Chief Controller of Accounts, CBDT
Mini Jtry Qf Fi inance

https:h’maiLgoogle.comlmailfulO.’#inbox?projector=1



2. Advance / Withdrawal Bill Passing
Login at DDO Malker Level

e ||

@Public Financial Management System - PFMS
& 0/0 Controlter General of Accounts, Ministry of Finance

20127018

Login

sing login credentials.

DDO Maker can login to the https:/ /pfms.nic.in u
GPF module > Advance / withdrawal via EIS.

e After login, user can access the

Below are the steps for Advance /Withdrawal entry:

STEP 1: Application entry by DDO Maker

navigate via GPF > Advance:

PFMS - Emplovee Information Systein (Government of {ridia)
in by - Bmaker)iz | { BAQ 01600 DO - 10007

ServeriP:s)

Note : Select the loan appiication fof which you want 1o modiy

S—————

Select Designation ii\z:nin(;rﬁ Ll

Objective for Advance Application:

e This form is used to enter the advanc
iew the running/ existing advance details of

is still under progress.

e This form is used to v

taken advance and their installments recovery

6

e of the subscriber who has requested for takin

all those subscribers who have

g advance.




LogicFlow for Advance: : :
e On click of “Advance /Withdrawal” option from top menu, user can click on “Advance

Application” from submenu.

PEMS - Employea Information System (d
+ { Login by - beailer} 14 6001 DG = 216001 §

Achura s Apple i

On click of “Advance Application” from the submenu, following two dropdowns will get appear:
¢ Select Designation

e Select Employee

P piovee iniormato o ant o

PAD s DI600T DDO

Advance Wiarawal Final Settizm GFF Changes epons

Note : Seleci he loan apphcal on for which you want to medity

Salect Designatian F’K‘“Ec:l_gn:lws ' G
= 1 DasIgaakian - - «ws iy

on Py To Revsigr
g3uona Sacratany
Advsat

| Asestani Cga

e Select the particular “Designation” & Employee Name from the dropdown menu. This
allows the user to view the details of all the advances taken by user as per the data available

in the module, if any. Details regarding existing advance will appear as follows:

Select Cesignation i.fwcc P vl g |
Employee 1AXKIIANMTE001} A < Kumar Designanon © Accountant
& : .
Opeming Bal Cradit Denit : Cipsing balante |
, St4s2 2 R L - 3445
g Frevious Ctefantiong Detaile ,
i !
1 Sancuen Oisr No Sanciion Oider Dale Ourstancing Amcuat No of inslaliments Remaining i

Show 10+ enrise

ranase O Consurmes
Hoks

2018209 sdoance 2007 Ert Padnasy Purchazs of T 20
0182078 KD 376 Advance 20652 Spgrone ) Legai Proceecings For Famyy, %
1B ARKDIIMTERD 1720 18 Advanca K0 Appices 5 SEPMUMT £orhase Consymerabiss 3




e On dlick of “New” button on top right menu, system allows the user to take another

advance. Screen appears as follows:

v

3PF Changes Reports

Advance Appi:mmﬁn

T Advante TE00 Dsfenca

IR Use This Form For {oan Application
Type of Application = * GPF ADVANCE  GPF WITHDRAWAL

haln Reason * "Mcdz_: ai Reasca v. Syb Reason  ilness v Remark

* Amoint o 2pehy - (10000 S Total No Of instaliment for Recovery Not Allew

Name Of Patient |

Relation wik Pahent:

Name OF Hospital ; A i
Name Of Dactor

Outdoorindoor Patient |

Rembarsement Avaiiable

| Reimburserment Unavaiiable

« Useris required to fill the relevant details and save the form.

e The data entry of GPF Advance will be available for Edit and Delete before forwarding to DDO
Checker.

« The saved details are required to be forwarded to DDO Checker for approval.

e In case, if there is any advance running, the system will update the sanctioned amount as sum
of “New requested advance amount” & the “balance amount of previous running advance”.
Option will also be available for entering total number of installment for recovery of updated

sanctioned amount.




Objective for Withdrawal Application:

e This form is used to enter the withdrawal details of the subscriber who has requested for"

withdrawal.

Logic Flow for Withdrawal:
e On click of “Advance /Withdrawal” option from fop menu, user can click on “Withdrawal

Application” from submenu.

Secver 1914}

a5 (7t 6]

35F Cnanges Reperis

List of Tasxks Pending For Venfizalion by DDO

On click of “Withdrawal Application” from the submenu, following two dropdowns will get appear:

e Select Designation

e Select Employee

& Fia Seilemenis 3PF Changes Reports

List of Tasks Pencing For Ventication By DGO

s User enters the required fields and clicks on save button.
o After submission of form, the same gets displayed under the list of withdrawal details.
o User can also click on “Delete” button to delete an entry in the list when required. As soon

as the form is forwarded to DDO Checker, it is not available for deletion /modification at

DDO maker level.

Validations:
« All the mandatory/required fields which are highlighted by a red asterisk (*) mark cannot be left
blank.
o In case of advance: Recovered amount till date cannot > total amount to recover.

o Total number of installments has to be > 0 and <= 60.




STEP 2: For viewing, approv ing all Adv ance/W ithdrawal Cases

+DDO Checker can navigate via GPF >Approvals

v

Objective:

This form is used to approve Ot reject the advance/withdrawal form applied by the subscriber.

Logic Flow:

1. After submission of Advance/ Withdrawal form, same will be available at DDO checker level

for approval.

2. DDO checker will go through the Advance/ Withdrawal application details and as per the

available closing balance of Employee/subscriber, applied amount is approved.

After login, below screen will appear:

Agprive R {HARI0 o e b S ENE

o s
Peompepen Lntais "ow b

A ao mwly e SaRe

4. On click of “Advance /Withdrawal Application” from left menu, list of all the subscribers who

have applied for Advance / W ithdrawal gets displayed on the extreme Left Pane at DDO

Checker level.

PFMS - Employee information System u}m'- iinent of (ndia) Server (P-(d}

Welcome DD ket [ Login by s behe

Select Employee ] Empiayes ;A'S‘}13~|<|T13—D1)A5€ s pewgnation . Accountant ©F AcNo -  Bask Pay FRT00 T

the Agyanie applicalons of Ine employee

Mote : Use this form to Approve of Reject

1A

Legger DalAs

Debit Closing halance
o 36400

13 ARy KunillA-'KEE.‘-Mi'lwll 7 g Opening Bal Cradt
14) Ajay Kumar SinnalAKSO1IMTE .
15) Ajay Kumal Tyagif AKTO1IMEST

|6) Mexandar Samuel{ASO1IMEED
173 Aok Ran@niAR-T1IMETO0H) |

Finacial Year

‘30182019

Reason Sub Reason

18 Anil Kumar Manencru{AKMO1 I i Lgan Application
} Appiec D2e oan Type amount
. lg) Arndor ChemakafaCO13FE10" | Ne Lo Apea e yemn Sy e
|15) Asma RaniA"RO13FEE00T} = =
3023 164172018 Advance 10000 [Aamage Harrage Expendiue

| fu Beay Kanud(BTHEE IMEL0T1)
:12) Bragesh Kwnai(ﬂh"ﬂ‘}iﬂi?}ﬁ*
1133 C & Negi{CENOTINENDY) ¢
134y Gayati DeviGOD1FTE0Y) - i
11z} Hatish KumarHIC 01304750013 Sanction Grder Nu
i 316) Joy PﬁmmerStﬂD:-Ol] 1
RULEL] Kurear Shama{KSE13

 Proyions Ousiandiog Detals ;

Sanguon Cagsr Daie Ouistanging Amount e of Instiiments Remanng




5. On dlick of particular Emplpyee from the left pane list, following details gets displayed on the
screen: : =
e Ledger Details
e Application Details

e Previous Outstanding details if any, in case of advance application.

6. Onclick of Loan Application no. check box under Application Details, following screen appears:

; =
i
| Condisens Rules Actual Result 18090
Number oI Advances 1 C i : LS
i { {Amount {o be disbursed 15000
! i
i - i
hanihs Belyesn Advances H o « i » 3
i 1 {Previous Culsianding Amount L
| nionths Befors Superannuation 2 152 10003
i i 1 Total Ammoui 1o be recoverg 0003
2 months 4BA40C S
Mo, of Install 10 be tecovered fnciuming oug) 20
75 27375 i
{ instatiment Amaunt 500
27375 10000 & %
| {Recovery start from salary 1ionth ¥ Curent
Approve Reject

7. After reviewing Eligibility conditions & Installment Details of the particular subscriber, DDO

Checker either approves or rejects the form.
8. On click of “Approve” button, form is available at PD) level for sanction generation.

9. On click of “Reject” button, form is returned to DDO Maker or Employee with comments for
necessary changes.
Validations:
e Recovery Starting paid in vear and month should be > Year and month of Bill date

e Maximum value of Total no. of installments is 60.

s Mandatory fields cannot be left blank
STEP 3: For preparing sanction for the approved Advance/Withdrawal applications
PD can navigate via EIS >Approvals

Objective:

This form is used to prepare sanction for the approved Advance/Withdrawal applications.
11




Logic Flow:
1. After login at PD Checker level, below screen appears:

dia) i AN SerleriPid)

PFMS - Employee Information Syntem (Governims
Welcome DO - Makey { Lot by - pdegal 4 {Pf\{):l)'éﬁuil DO 216002}

2. On click of “Advance/withdrawal Sanction” submenu under “ Approvals” top menu, list of all
the subscribers whose request for advance/ withdrawal has been approved is displayed. Below

screen appears:

Seletl Employee Empiovee | (A°S0-13-M710-01) Al s Designation  Accouniant PF&C N -

| Hote : Use this form o sanchion the Loans of the empigy2e

1) (A"S013847 1001)

2) Agay Kumar Sinha{AKS013M750
3) Agay Kumar TyagilAKT013M9E0(
4} Aok Ranjan{AR" 0131467001

£} Barnabas Tira(BT 013088001}
£) Sudha Kuman Sinha(SKEG13FT
7) Vil Passdey (¥ PO24FE000T)

{adger Dewls’

Dpaning Bat Crean Cetd Cicsing alanie
3B500 ] 25500
' Loan Apphic alion Detaits

Loan

Apptication No Loan Applied Date Loan Type Loan GO Loan Amount Beason S a0

3033 151172018 Advance - 10000 riamage Jdamage Sxpenditiuie

" Previous Loan Detads

Sangtion Orcer NG aanction Crder Dat2 Cutstanding Amount Ho of Instaiments Remaining

3. On click of particular Employee from the left pane list, following details gets displayed on the
screen:
e Ledger Details
« Application Details
« Previous Outstanding details if any, in case of advance application.

4. On click of Loan Application no. check box under Application Details, below screen appears:

Apphied Amount 10000 {11fd No. 122
Amount 10 be disburses 10000 |{id Date asmirots [V
Previous Ouistanding Amount 0 sanction Order No ; %‘5[7.7.7
Total Amount to be recoverd 10000 Sanction Order Date . 101 v
No af Install to-be fecovered (ncluding odd) 0

500

Instafiment Amount




" 5. Following fields are manually entert\a:d by the user /PD.

¢ IFD No. & Date
e Sanction Order no. & Date
6. On click of “Save” button, sanction is available at DDO Maker level for bill preparation.

Validation: Amount Passed cannot be more than the Bill Amount.

STEP 4: For preparing bill after sanction generation

navigate via GPF >Advance/withdrawals >GPF Bills

Objective:
This form is used by DDO Maker to prepare the bill for the Employees whose sanction is generated at

PD Level.
Logic Flow:
1. After login at DDO Maker level, below screen appears:

Server i)

P PEMS - Employes Informatian System (Goermant offrcliaf 1
: er { Login by - brogky FOIB00L B0 216002 )

A NS ey e SRt "u-?? el

elootne DO = Mk

hanpes Repons

Lisi ol fasks Pending For Vesucalinn gy DOO

2. On click of GPF bills, following dropdown appears:

e Select Bill Type

With the following Bill Type options:
a) Advance Bill
b) DLIS Payment

¢) Final Payment

d) Withdrawal Bill

Below is the screen for the same:

Selec! Bl Type

yment
Finai Payment
Witngrana'
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3. User can click on one of the Bill Type & list of Employee gets displayed for the Bill preparation.

Below screens appears:

oM

Setact Bil Type s ance B i

Eaecrianerd ordery panding for Sl prepuration

Sane G Dated Enden
LA

| Hrs Einpien Naite Sars O Mo Ernmceme Adnatint St

4 User can enable row under “Select” column for preparing /processing bill for the particular

Employee.
5. After selecting the particular row, click on “Proceed” button.
6. On click of “Proceed Button”, following details gets displayed on the screen:

Bill, Employee & Payee Details.

T3 Narokam Sharma (EX 1000007 150 T TH20TE 700000
20 Rajesh Kumar Siaha (EXT00000725) eXp1206 19/0172018 78600
37 shallendra Kumar (EXTOD000780) 001199 13r0a20n? 40000
22 U Sngnar (EXTO0000692) finexpega 1025 20/02/2017 48000
23 Vivex Kumar (E1800021135) p 121 1374122016 2000
24 Vijay Kumar Singh (EXT00007901) 1 26/09.201¢

7 Bank & other confidential details will appear on the below screen:

|
B NG v DA e Code YROSS AITCHHa PPt Ao |
i
1 GPF_ 201811032 1511472018 (BE5H51101315100T) 120006 . 120006
i
S gy Empinyes e Vot Cuae Aggoam ho 5 Code At
1wy Kum S0 20
g et Wb Py et . vt lcvtodl Batan Lrwind & R Harant Sy ahie B

8. On click of “Save Bill” button, above details gets saved successfully.
9. Same bill will be available under Process bills category.

10. On click of “forward” button, same bill is forwarded to DDO Checker for verification.

14




Select Bill Type E»‘c'a oE R kY ' v

iiue Code e oy
51‘-2‘#%?’.“&3“ 3
f§ Processed bills

£i58 14: 8 30 $ae apt of eoin 83 WilnD

!
i B ; Sanc.CraDatg/ =
HE 2 o BilllonthiYear  Empoyee Name  Emplovee Coce ;,?ggr;gfgiﬁ,n gn-:(':_.r:.’emem ATGUEn Status Discription
1 E menl N Dite

1 GRF 201811832 112018 “ijay Kumat Singh  WKSD12ME2001 11 20180824 120006

2 GPF_201811504 112018 Joy Prakash JPC L3000 1133 bk i & B el 200000

Selact Bil Type TAgvance B |

Sane OrdNe:  Sanc.Orc Date/ .

Siho Bif NG Bill WonivYear Empioyee Nape Eiployes Code Eﬁdljiter;léa‘.l-;"«'a E"“"g"éﬁ{“‘“‘ Amaunl Slatus Disceplion
3 GPF_201511832 112018 Vijav Kumar Singh WXS0130185001 kAl 2015-08-26 120500
2 GREF_2018171984 112018 Joy Prakash FPRISLIT0001 1122 2018-11-12 200000

12. On click of Forwarded/Rejected Bills, list of bills rejected by the DDO checker gets displayed.
13. On click of Approved Bills, list of bills approved by the DDO checker gets displayed.

STEP 5: For verification of bill by DDO Checker after bill preparation

navigate via GPF >Approvals >GPF Bills

Objective:
This form displays the list of Employees whose Bill is prepared by DDO Maker & is pending at DDO
Checker level for verification.
Logic Flow:
1. After login at DDO Checker level, below screen appears:
Navigation: GPF >Approvals >GPF Bills

Select Bill Type

1 Sr M i Ny 24 hlonthvear Emnicyee Nams E,‘;’ggfi;&ﬁ%o iy e

1 GPF 201811632 Novs 2018 iy Kumar Singn (EXTE000TA01)

2. DDO Checker can either Approve or reject the bill.
15




3. On click of “Rejection” button, bill is returned with comments to DDO Maker for necessary
changes.
¥ 4. Ondlick of “Approval” button, bill is farwarded to PAO at DI Level.
5. Bill is passed at all 3 levels: DH/AAO/PAO.

6. After voucher generation, Ledger & other Reports are updated.

3. Schedule Entry for Deputation Out Employees

a) Subscription fixing for Deputation Out employees

b) Manual Schedule Entry through challan

STEP 1: Subscription fixing for Deputation Out Employees

navigate via GPF > Manual Adjustments > Capture Subscription (For employees under Deputation)
Objective:
o This form allows the user to capture the Subscription details of Deputed Employees.
e GPF subscription is deducted from the Employees account from the month’s salary as the
mandatory contribution for GPF.
e This form also allows the user to enter the new subscription when amount of subscription is
reduced or increased. If same is not entered as new entry, then enhanced or reduced amount

will not get reflected in the system.

Logic Flow
1. Subscription details of Employees under particular DDO Code: At DH Level

o After Login at DH level, user can select the particular DDO Code.

Server IP:(3)

PEMS - Emplayes information System (Govemmentofindia -
Welcome PAO : [ 013 ) PAD, 0/0 CGA, MO Finance; D/0 Bxp. { Login by-dhcga)

Ay

Data Foring Toois Schedules Manusal Adustments Financial Year End operations Finai Settizments Transiers AdvanceiWitharawa's Repofs

Kissing DebitsiCredits

Resdual Paymerts

Caphirs Subserption (Eor pinployses et Doputzion}

Caplure Advances (For empioyees under Cepulation)

Runang Acvance Enlry

¢ On selection of particular DDO Code, corresponding Employee List gets displayed on the left

panel.
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