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{i²n¡pI 

Cu t\m«nð sUtam sskäpIfpsS taðhnemkamWv 
\ðInbncn¡p¶Xv. B[nImcnIambn {Sjdnbnð _nð 
kaÀ¸n¡p¶Xn\v Xmsg¸dbp¶ sUtam sskäpIfpsS Øm\¯v 
HutZymKnI sh_v B¹nt¡j\pIÄ D]tbmKnt¡ïXmWv. 
HutZymKnI sskänð _nð X¿mdm¡n {Sjdnbnð 
kaÀ¸n¡p¶Xn\pÅ Adnhv e`n¡p¶Xn\pw, B¹nt¡j\pambn 
]cnNbs¸Sp¶Xn\v am{XamWv sUtam sskäv D]tbmKn¡p¶X.v 

sUtam sskäv HutZymKnI sskäv 

http://demo.plan.lsgkerala.gov.in http://plan.lsgkerala.gov.in 

http://demo.lsgkerala.gov.in/saankhya http://finance.lsgkerala.gov.in 
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kmwJy sh_vv 

{]hÀ¯\ klmbn 
 

Cþ_nð k_vanj³ 

 ‘{SjdnIfnð 01.05.2017 apXð _nñpIÄ Hm¬sse\mbn am{Xsa 

kzoIcn¡p F¶v D¯chmbn«pïv. {Sjdnbnð Hm¬sse\mbn _nð 

kaÀ¸n¡p¶Xn\v kmwJy sh_v B¹nt¡j³ D]tbmKn¡mhp¶XmWv.  

_nð k_vanj\p ap¼mbn kmwJy sh_v B¹nt¡j\nð {]thin¡p¶Xn\v 

1. ]©mb¯v ({Kma / t»m¡v / Pnñ) / ap\nkn¸menän / tImÀ¸tdj³ 

A²y£(³) 2. sk{I«dn 3. A¡uïâv & 4. \nÀÆlW DtZymKØ(³) 

F¶nhÀ¡v kmwJybnð AhchcpsS IÀ¯hyw (tdmÄ) \nÝbn¨p 

\ðtIïXmbn«pïv.  CXn\mbn BZyw kpteJ sh_v B¹nt¡j³ sskänð 

sk{I«dnbpsS temKn\nð {]thin¡pI. sUtam sskäv taðhnemkw 

http://demo.plan.lsgkerala.gov.in (HutZymKnI sskän\mbn t]Pv 1 ImWpI). 

 XpSÀ¶v sa\phnð \n¶v Seat Management           Seat Settings F¶ k_v 

sa\p ¢nIv sN¿pI. 

 

XpSÀ¶v e`n¡p¶ kv{Io\nð \n¶pw sk{I«dnbpsS t]cn\v t\tcbpÅ  “Seat 

Role” F¶ tImf¯nse “Previlage” ð ¢nIv sNbvXXn\v tijw “Add Suite to 

Suite” F¶ Iamâv _«¬ ¢nIv sN¿pI. XpSÀ¶v e`n¡p¶ kv{Io\nð kyq«v 

F¶bnS¯v “Saankhya (Accounting)”, B¹nt¡j³ F¶bnS¯v “Saankhya WEB”, 

tdmÄ F¶bnS¯v “Secretary” F¶pw \ðIn “Update” F¶ _«¬ ¢nIv 

sN¿pI. {]knUân\pw, A¡uïân\pw CXv t]mse {]nhntePv \ðIpI.  
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hnhcWw {]knUâv A¡uïâv 

kyq«v Saankhya (Accounting) Saankhya (Accounting) 

B¹nt¡j¬ Saankhya WEB Saankhya WEB 

tdmÄ Executive Head Accountant 

 

 

 “Update” F¶ _«¬ ¢nIv sN¿p¶Xn\v ap³]mbn “Status” F¶ sN¡v 

t_mIvknð “√” F¶ NnÓw “Active” F¶Xnsâ CSXv hi¯mbn Dsï¶v 

Dd¸v hcp¯pI. Sn “√” NnÓw Cñm¯ ]£w “Active” F¶ sSIvÌnð ¢nIv 

sNbvXmð hoïpw Sn “√” NnÓw sXfnbp¶Xv ImWmw. 

 CXn\ptijw kpteJ ¹m³ B¹nt¡j\nð sk{I«dnbpsS temKn\nð 

\n¶v Cw¹nsaânwKv Hm^okv sXcsªSp¯v kmwJy sh_v B¹nt¡j³ 

D]tbmKn¡phm³ Bhiyamb A\paXn \nÀÆlW DtZymKØÀ¡v 

\ðtIïXmWv.  CXn\mbn sa\phnð \n¶pw Seat Management        Add suite 

F¶ k_m Hm]vj³ sXcsªSp¡pI.  XpSÀ¶v e`n¡p¶ kv{Io\nð 

Xmsg¸dbp¶ hnhc§Ä \ðIn “Update” F¶ _«¬ ¢nIv sN¿pI. 

hnhcWw D¯cw 

Office Name Hm^okv GXv F¶v enÌnð \n¶v sXcsªSp¡pI. 

Suite Name Saankhya (Accounting) 

Status Active \v “√” F¶ NnÓw Dsï¶v Dd¸v hcp¯pI. 
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CXv t]mse Fñm Cw¹nsaâv Hm^okpIÄ¡pw kyq«v add sNbvXv 

\ðIpI. C§s\ sk{I«dn Fñm Cw¹nsaânwKv Hm^okpIÄ¡pw kyq«v 

tNÀ¯v \ðInbtijw AXmXv \nÀÆlW DtZymKØÀ kpteJ 

B¹nt¡j\nð {]thin¨v (kpteJbnse AhchcpsS User Name & Password 

\ðIn) sa\phnð \n¶pw Seat Management           Seat Settings F¶ k_v sa\p 

hnð ¢n¡v sNbvXv e`n¡p¶ kv{Io\nð “Add New Seat” F¶ Iamâv _«¬ 

¢n¡v sN¿pI. tijw Xmsg¸dbp¶ hnhc§Ä \ðIpI. 

 

hnhcWw D¯cw 

Office Name Main Office 

Seat Name (English) 
\nÀhlW DtZymKØsâ tImUv Cw¥ojnð 
\ðIpI (DZm. Irjn Hm^okÀ F¦nð AO, 
shäd\dn kÀPs\¦nð VETS F¶n§s\) 

Seat Name (Malayalam) koänsâ t]cv aebmf¯nepw \ðIpI. 

Details 
\nÀÆlW DtZymKØsâ DtZymKt]cv (DZm. 
A{Kn¡Ä¨dð Hm^okÀ, ko\nbÀ shäd\dn 
kÀP³ F¶n¦s\ \ðIpI). 
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 Sn hnhc§Ä \ðInb tijw “Save” _«¬ ¢n¡v sN¿pI.  tijw 

e`n¡p¶ kv{Io\nð Bdv tImf§Ä DÅ Hcp tS_nÄ ZriyamIpw.  CXnse 

\memas¯ tImfamb “Seat Role” F¶bnSs¯ “Previlage” ð ¢n¡v sN¿pI.  

 

XpSÀ¶vv CXn\v Xmsgbmbn ImWp¶ “Add Suite to Seat” F¶ Iamâv _«¬ 

¢n¡v sN¿pI, XpSÀ¶v ImWp¶ tNmZy§Ä¡v Xmsg]dbpw {]Imcw adp]Sn 

\ðIpI. 

 

Active F¶ sN¡v t_mIvknð “√” NnÓw Dsï¶v Dd¸p hcp¯pI.  

Cñmsb¦nð CsXmcp tSmKnÄ _«¬ BbXn\mð H¶p IqSn BIvSohv 

F¶Xnsâ ]pd¯v ¢n¡v sN¿p¶ ]£w “√” hcp¶Xv ImWmw.  tijw 

A]vtUäv _«¬ ¢n¡v sN¿pI.  hoïpw apIfnepÅ Bdv tImf§fpÅ 

tS_nfnse “User Edit” F¶ Bdmas¯ tImf¯nð “Assign User” F¶ 

sSIvÌnð ¢n¡v sN¿pI.  Ct¸mÄ e`n¡p¶ “Add/Edit Users to Seat” F¶ 

hn³tUmbnð “User Name” F¶Xn\pÅ D¯cambn GXv \nÀÆlW 

DtZymKØs\bmtWm koäpambn _Ôn¸nt¡ïXv Sn DtZymKØsâ t]cv 

tImt¼m t_mIvknð \n¶pw sXcsªSp¡pI.  “Remarks” \ðIphm³ 
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Dsï¦nð BbXv \ðIpI. “Status” F¶ sN¡v t_mIvknð “√” F¶ NnÓw 

“Active” F¶Xnsâ CSXv hi¯mbn Dsï¶v Dd¸v hcp¯pI. XpSÀ¶v 

“Update” F¶ _«¬ ¢nIv sN¿pI.  C{Xbpw sNbvXp Ignªmð Hcp 

\nÀÆlW DtZymKØs\ kmwJy sh_v B¹nt¡j\nambn 

_Ôn¸n¨n«pïmIpw.  CXv t]mse Fñm \nÀÆlW DtZymKØscbpw kmwJy 

sh_v B¹nt¡j\pambn _Ôn¸n¡pI. 

 

_nð X¿mdm¡ð 

 \nÀÆlW DtZymKØ\v kpteJ ¹m³ B¹nt¡j³ hgn e`n¨ bqkÀ 

s\bnw & ]mkvthÀUv D]tbmKn¨v kmwJy shºnð {]thin¡phm³ 

km[n¡pw.  kmwJy sh_v sUtam B¹nt¡jsâ taðhnemkw 

http://demo.lsgkerala.gov.in/saankhya F¶XmWv. C§s\ kmwJy sh_v 

B¹nt¡j\nð {]thin¨v Ignªv A¡uïâv / \nÀÆlW DtZymKØ³ 

Xmsg ]dbpw{]ImcapÅ amÀ¤¯neqsS _nð X¿mdm¡n {Sjdnbnð 

Hm¬sse\mbn \ðImw. (HutZymKnI sskän\mbn t]Pv 1 ImWpI). 

1. `cWkanXn AwKoIcn¨ KpWt`màm¡fpsS hnhc§Ä kmwJy 
shºnð tcJs¸Sp¯ð 

 KpWt`màmhnsâ (hyàn / Øm]\w) hnhc§Ä \ðIp¶Xn\mbn 

A¡uïâv / \nÀÆlW DtZymKØ³ Xsâ temKn\nð \n¶v “Settings” F¶ 

sa\phnð \n¶pw “Client - Individual” F¶ k_v Hm]vj³ sXcsªSp¡pI.   
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Ct¸mÄ e`n¡p¶ kv{Io\nð B[mÀ F¶ tNmZy¯n\v heXv hi¯mbn 

ImWp¶ t_mIvknð KpWt`màmhnsâ B[mÀ \¼À (12 A¡w) \ðIpI. 

tijw Iot_mÀUnse “Tab” Io AaÀ¯pI. B[mÀ hnhc§Ä tem¡v 

sN¿m¯ hyànbmsW¦nð SnbmfpsS t^mt«m DÄs¸sSbpÅ hnhc§Ä 

(Cw¥ojnepÅ t]cpw, taðhnemkhpw) kmwJy sh_v ssehv, B[mÀ 

skÀhdpambn Cât{Käv sNbvXncn¡p¶Xn\mð kv{Io\nð _Ôs¸« 

tNmZy§Ä¡v D¯cambn hcpw.  Añm¯]£w aäv Hcp hnhc§fpw \ðImsX 

Cw¥ojnð SnbmfpsS t]cv am{Xw hcp¶Xv ImWmw. kv{Io\nð ImWp¶ aäv 

tNmZy§Ä¡pÅ hnhc§Ä XpSÀ¶v \ðIpI, hmÀUv hÀjw (Ahkm\ambn 

sI«nS \¼dnwKv \S¯nb hÀjw, AXmbXv \nehnð 2013) \ðIpI, hmÀUv & 

sI«nS \¼À, samss_ð \¼À, _n.]n.Fð. enÌnse Sn KpWt`màmhnsâ 

{Ia \¼À, ]m³ \¼À. Sm³ \¼À, Sn³ \¼À, tdj³ ImÀUv \¼À, Ce£³ 

sF.Un. ImÀUv \¼À F¶nh \ðIn, Sn KpWt`màmhn\v XpI e`nt¡ï 

SnbmfpsS _m¦v kw_Ôn¨ hnhc§Ä (_m¦v ØnXn sN¿p¶ Pnñ, _m¦v, 

{_m©v, A¡uïv \¼À F¶nh) \ðIn “Save” _«¬ ¢n¡v sNbvXv 

hnhc§Ä tkhv sN¿pI. XpSÀ¶v “Save” _«³ Dïmbncp¶ Øm\ v̄ 

“Submit” F¶ _«³ hcp¶Xv ImWmw, CXnð ¢nIv sNbvXv KpWt`màmhnsâ 

hnhc§Ä Dd¸n¡pI. Hcp KpWt`màmhnsâ  hnhc§Ä C§s\ \ðIp¶Xv 

Hcp Hä¯hW {]{InbbmWv.  AXmbXv Cu KpWt`màmhnsâ hnhc§Ä 

kmwJy sh_v B¹nt¡j³ hgn tIcf¯nepÅ GsX¦nepw Hcp 

Xt±iØm]\w \ðInbn«psï¦nð B[mÀ \¼À \ðIpt¼mÄ Xs¶ Fñm 

hnhc§fpw hcp¶Xv ImWmw. C§s\tb¦nð kv{Io\nð “Save” _«³ 

ImWnñ. AXn\mð C§s\ hcp¶ hnhc§fnð amäw hcp¯phm³ 

km[n¡nñ. F¶mð Sn KpWt`màmhn\v BepIqeyw asämcp _m¦v 

A¡uïntebv¡mWv e`nt¡ïsX¦nð, SnbmfpsS At]£bpsS 

ASnØm\¯nð ]pXnb _m¦v A¡uïntebv¡v \ðImhp¶XmWv. 

CXn\mbn A¡uïâv / \nÀÆlW DtZymKØ³ Xsâ temKn\nð \n¶pw 

“Settings” sa\phnð \n¶v “Client - Individual - Account” F¶ k_v Hm]vj³ 

sXcsªSp¯v Bhiyamb hnhc§Ä \ðIpI. (KpWt`màmhnsâ ]pXnb 

_m¦v A¡uïv \ðIp¶Xv kw_Ôn¨ hnhcWw hniZambn 29 mw  t]Pnð 

kqNn]n¡p¶p). ]pXnb _m¦v A¡uïv kw_Ôn¨ hnhc§Ä \ðIpt¼mÄ, 

SnbmfpsS ]mkv_p¡nsâ ]IÀ¸v IqSn hm§n kq£n¡p¶Xv 

A`nImayambncn¡pw. 
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Note: {Kmak` hgn sXcsªSp¯Xpw, kanXn AwKoIcnNXpamb KpWt`màr 

enÌnse Fñm KpWt`màm¡fptSbpw t]cv hnhc§Ä \ðIWsa¶nñ,  

F¶mð \nÀÆlW DtZymKØ³ X¿mdm¡phm³ t]mIp¶ dnIyqknj³ 

{]Imcw B\pIqeyw \ðIphm\pÅ Fñm KpWt`màm¡fptSbpw hnhc§Ä 

\ðtIïXmbpïv. Añm¯ ]£w dnIypknj³ X¿mdm¡phm³ 

km[n¡pIbnñ. 

 

 
 

 



 

 

9 

k
mw
J
y 
s
h
_

vv |
  
t\

m«
v X

¿
md
m¡

nb
X
v :
 c
mP

vI
pa
mÀ
.P
n 

2. KpWt`màm¡sf AXXv t{]mPIvSpambn am¸v sN¿ð. 

 A¡uïâv / \nÀÆlW DtZymKØ³ C§s\ tNÀ¯ncn¡p¶ 

KpWt`màm¡sf AXXv t{]mPIvSpambn _Ôn¸n¡p¶Xn\mbn “Settings” 

F¶ sa\phnð \n¶pw “Client - Individual Project Mapping” F¶ k_v Hm]vj³ 

sXcsªSp¡pI. 

 

XpSÀ¶v e`n¡p¶ kv{Io\nð t{]mPIvSv hÀjw & _Ôs¸« t{]mPIvSv \¼À 

\ðIn “Search” _«¬ ¢n¡v sN¿pI.  Añmsb¦nð “Search” _«¬ ¢n¡v 

sNbvXXn\v tijw AXn\v Xmsgbmbn ImWp¶ “t{]mPIvSv” F¶ tImt¼m 

t_mIvknð \n¶pw Bhiyamb t{]mPIvSv sXcsªSp¡pI. (Hcp \nÀhlW  

DtZymKØ\v \S¸nem¡phm³ NpaXes¸Sp¯nb t{]mPIvSpIÄ am{Xsa 

ChnsS ImWn¡p) tijw KpWt`màmhnsâ Xcw (hyànKX KpWt`màmhv, 

tIm¬{SmIvSÀ, KpWt`màr I½nän, I¬ho\À) F¶nhbnð GXmtWm 

KpWt`màmhv Xcw BbXv tImt¼m t_mIvknð \n¶pw sXcsªSp¡pI, 

SnbmfpsS B[mÀ \ðIn “Add” _«¬ ¢n¡v sN¿pI.  C§s\ sNbvXv 

Ignbpt¼mÄ Sn KpWt`màmhns\ Cu t{]mPIvSpambn _Ôn¸n¨p Ignbpw. 

C§s\ Cu t{]mPIvSpambn _Ôs¸Sp¯phm\pÅ Fñm 

KpWt`mà¡tfbpw, Añmsb¦nð X¿mdm¡phm³ t]mIp¶ dnIypknj\v 

XpIbv¡v Bkv]Zambn hcp¶ Fñm KpWt`màm¡tfbpw _Ô¸n¡pI. 

Bhiyamb KpWt`màm¡tfbpw t{]mPIvSpambn _Ôn¸n¨ tijw “Save” 

_«¬ ¢nIv sN¿pI. XpSÀ¶v KpWt`màm¡sf t{]mPIvSpambn _Ôn¸n¨p, 

C\n sk{I«dn BbXv AwKoIcn¡Ww F¶v ImWn¨psImïpÅ Hcp satkPv 

t_mIvkv {]Xy£s¸Sp¶Xv ImWmw. Cu t_mIvknsâ heXv hiw 

apIfnembn ImWp¶ t¢mkv _«Wnð (x) ¢nIv sNbvXv Sn hn³tUm t¢mkv 

sNbvXpsImïv tPmen XpScmhp¶XmWv. 
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Note: Hcp KpWt`màmhns\ H¶ne[nIw t{]mPIvSpambn _Ôn¸n¡mw.  (DZm. 

Hcp tIm¬{SmIvSsd H¶ne[nIw {]hr¯nIfpsS KpWt`màmhmbn 

_Ôs¸Sp¯mw). AXpt]mse Hcp t{]mPIvSntebv¡v H¶ne[nIw 

KpWt`màm¡tfbpw _Ôn¸n¡mw.  (DZm. `h\ \nÀ½mW ]²Xnbv¡v 

H¶ne[nIw KpWt`màm¡sf _Ôn¸n¡mw). 

 

satkPv t_mIvkv 

 

3. KpWt`màmhns\/KpWt`màm¡sf t{]mPIvSpambn _Ôs¸Sp¯nbXv 
kw_Ôn¨v sk{I«dnbpsS AwKoImcw hm§ð. 

 KpWt`màmhns\ t{]mPIvSpambn _Ôs¸Sp¯nbXv 

AwKoIcn¡p¶Xn\v ]©mb¯v  an\nävknsâ kq£n¸pImc\mb 

sk{I«dnbpsS A{]qhð hm§Ww.  CXn\mbn sk{I«dnbpsS temKn\nð 

(kmwJy sh_v B¹nt¡j\nð) “Approval” sa\phnð \n¶pw “Project-Client-

Instituition Mapped”F¶ Hm]vj³ sXcsªSp¡pI. 
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XpSÀ¶v e`n¡p¶ kv{Io\nð t{]mPIvSv hÀjw & _Ôs¸« t{]mPIvSv \¼À 

\ðIn “Search” _«¬ ¢n¡v sN¿pI.  Añmsb¦nð “Search” _«¬ ¢n¡v 

sNbvXXn\v tijw AXn\v Xmsgbmbn ImWp¶ “t{]mPIvSv” F¶ tImt¼m 

t_mIvknð \n¶pw Bhiyamb t{]mPIvSv sXcsªSp¡pI. XpSÀ¶v CXn\v 

heXv hi¯mbn ImWp¶ “List” F¶ Iam³Uv _«¬ \nÀ_Ôambpw ¢nIv 

sN¿pI. Cu thfbnð Sn t{]mPIvSpambn _Ôn¸n¨ KpWt`màm¡fpsS enÌv 

NphsS ImWn¡pw.  ChnsS \n¶pw KpWt`màmhns\ sXcsªSp¡pI.  

CXn\mbn KpWt`màmhnsâ t]cn\v heXv Aä¯mbn ImWp¶ skeIväv 

F¶ sN¡v t_m¢nð ¢n¡v sNbvXv “√” NnÓw h¶p F¶v Dd¸n¡pI.  

KpWt`màmhnsâ hniZ hnhc§Ä sk{I«dnbv¡v AdnbWsa¶psï¦nð 

enÌnepÅ KpWt`màmhnsâ t]cn\v heXv hi¯mbn ImWp¶ “View” F¶ 

_«¬ ¢nIv sNbvXmð aXnbmIpw. tijw \¼À F¶Xn\v D¯cambn 

KpWt`màmhns\ Sn t{]mPIvSnsâ KpWt_màmhmbn sXcsªSp¯ I½än 

Xocpam\w \¼À \ðIpI.  XobXn F¶Xnsâ D¯cambn Sn I½än 

Xocpam\¯nsâ XobXn \ðIpI.  tijw “Approve” _«¬ ¢n¡v sN¿pI.  

C§s\ hnhc§Ä sk{I«dn AwKoIcn¨ Ignbpt¼mÄ, “Data Approved” F¶ 

satkPv t_mIvkv ZriyamIpw. Cu hn³tUmbpsS t¢mkv _«Wnð (x) ¢nIv 

sNbvXv satkPv t_mIvkv t¢mkv sNbvXvv tPmen XpScmhp¶XmWv. CtXmsS 

KpWt`màmhns\/KpWt`màm¡sf t{]mPIvSpambn _Ôs¸Sp¯p¶ 

{]hÀ¯nIÄ ]qÀ¯oIcn¨p Ignbpw. 

 



 12 

k
mw
J
y 
s
h
_

vv |
 t
\
m«
v X

¿
md
m¡

nb
X
v :
 c
mP

vI
pa
mÀ
.P
n 

 

satkPv t_mIvkv 

 

Note: Sn KpWt`màm¡fpsS hnhc§Ä \ðIð, Ahsc t{]mPIvSpambn 

_Ôn¸n¡ð, BbXn\v sk{I«dn AwKoImcw  \ðIð F¶n§s\bpff 

tPmenIÄ, KpWt`màr enÌn\v kanXnbpsS AwKoImcw e`n¨mepS³ Xs¶ 

Añmsb¦nð KpWt`màmhv kaÀ¸nt¡ï  tcJIÄ kaÀ¸n¨mð DSs\ 

Xs¶ KpWt`màmhnsâ hnhc§Ä ssS¸v sNbvXnSmhp¶XmWv.  ]²Xn 

]n¶oSv \S¸m¡p¶ thfbnð Chsb t{]mPIvSpambn _Ôs¸Sp¯mw. 

KpWt`màmhns\¸än \ðInb hnhc§fpsS Xncp¯ð 

 KpWt`màmhnsâ hnhc§Ä \ðInbXnð Fs´¦nepw ]niIv 

DÅImbn {i²bnðs¸«mð, t{]mPIvSpambn _Ôs¸Sp¯p¶Xn\v ap³]mbn 

Ahsb Xncp¯n \ðIphm³ Ignbpw. CXn\mbn A¡uïâv / \nÀÆlW 

DtZymKØsâ temKn\nð (kmwJy sh_v B¹nt¡j\nð) \n¶pw “Settings” 

sa\phnse “Client - Individual(Edit)” F¶ k_v Hm]vj³ sXcsªSp¡pI. 
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Ct¸mÄ e`yamIp¶ kv{Io\nð KpWt`màm¡fpsS hnhc§Ä AS§nb Hcp 

{KnUv ImWmw, CXnð GXv KpWt`màmhnsâ hnhc§fmtWm 

Xncp¯phm\pÅXv SnbmfpsS t]cn\v t\cbpÅ sN¡v t_mIvknð (B[mÀ 

\¼dnsâ heXv his¯ tImfw) ¢nIv sNbvXv “√” NnÓw h¶p F¶v 

Dd¸n¡pI, tijw AXn\v heXv his¯ “Select” F¶ sSIvÌnð ¢nIv 

sN¿pI. Ct¸mÄ Cu kv{Io\n\p Xmsgbmbn sXcsªSp¯ 

KpWt`màmhnsâ hnhc§Ä e`yamIpw. Xncp¯phm\pÅ hnhc§Ä 

Xncp¯nbXn\v tijw “Save” _«¬ ¢nIv sNbvXv Xncp¯epIÄ Dd¸n¡pI. 

AXn\v tijw “Submit” _«¬ ¢nIv sNbvXv sk{I«dnbv¡v kaÀ¸n¡pI. 

 

 

 

Øm]\§fpsS hnhc§Ä \ðIð (¢bâv þ C³Ìnäyqj³) 

KpWt`màmhv Hcp Øm]\w BsW¦nð Sn hnhcw A¡uïâv / \nÀÆlW 

DtZymKØsâ temKn\nð \n¶v “Settings” F¶ sa\phnð \n¶pw “Client - 

Instituition” F¶ k_v Hm]vj³ sXcsªSp¡pI. Øm]\¯nsâ Xcw, 

Øm]\w, BbXnsâ cPnkvt{Sj³ \¼À F¶nhbmWv {][m\ambpw 
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\ðtIïXv. hyànKX KpWt`màm¡fpsS B[mÀ \¼À t]mse 

{]m[m\yapÅXmWv Øm]\§fpsS cPnkvt{Sj³ \¼À. Øm]\¯nsâ Xcw 

F¶pÅ tImt¼m t_mIvknð A©v ImäKdnIfmWv DÅXv (1. AwKoIrX 

GP³kn 2. A{IUnäUv GP³kn 3. Ut¸mknäv hÀIvkv 4. kÀ¡mÀ D¯chv / 

I¯v {]Imcw A\phZn¨n«pÅ Øm]\§Ä 5. aäpÅ Øm]\§Ä). 

kmwJybnð \ðtIï Øm]\¯nsâ hnhc§Ä Hcp {]t^mÀa X¿mdm¡n 

BbXv _Ôs¸«hcnð \n¶pw tiJcn¡mhp¶XmWv. KpWt`màmhnsâ  

hnhc§Ä \ðIp¶Xv Hä¯hW {]{InbbmsW¶ t]mse Øm]\§fpsS 

hnhc§Ä \ðIp¶Xpw Hä¯hW {]{InbbmWv. AXmbXv Cu 

Øm]\¯nsâ hnhc§Ä kmwJy sh_v B¹nt¡j³ hgn tIcf¯nepÅ 

GsX¦nepw Hcp Xt±iØm]\w \ðInbn«psï¦nð cPnkvt{Sj³ \¼À 

\ðIpt¼mÄ Xs¶ Sn Øm]\¯nsâ Fñm hnhc§fpw hcp¶Xv ImWmw.  
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Øm]\¯nsâ hnhc§Ä kmwJy shºnð e`yañmsb¦nð, BbXv \ðIn 

“Save” _«¬ ¢nIv sN¿pI. hnhc§Ä \ðIpt¼mÄ cPnkvt{Sj³ \¼À 

IqSmsX samss_ð \w., CeIv{Snknän I¬kyqaÀ \w., ]m³ \w., Sm³ \w., 

Sn³ \w. Chbnð GsX¦nepw Hsc®w \nÀ_Ôambpw \ðInbncn¡Ww. 

tkhv sNbvX Øm]\§fpsS hnhcw kv{Io\n\v NphsS tcJs¸Sp¯n 

ImWmw. enÌnsâ CSXv Aä¯mbn ImWp¶Xv kmwJy P\tdäv sNbvXv 

\ðIp¶ Øm]\¯nsâ sF.Un. \¼cmWv. Øm]\¯ns\ t{]mPIvSpambn 

am¸nwKv sN¿p¶ thfbnð Cu \¼dnsâ BhiyIX Dïmtb¡pw 

(Øm]\¯n\v Sn³ / Sm³ \¼À Cñm¯ ]£w). Sn enÌnð \n¶pw sXämbn 

tcJs¸Sp¯nbXv Dsï¦nð, BbXns\ heXv AäXmbn ImWp¶ “Remove” 

_«Wnð ¢nIv sNbvXv Hgnhm¡mhp¶XmWv.  

Øm]\§sf t{]mPIvSpambn _Ôn¸n¡ð (C³Ìnäyqj³ t{]mPIvSv 
am¸nwKv) 
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B\pIqeyw \ðIphm³ hyànKX KpWt`màmhns\ t{]mPIvSpambn 

_Ôn¸n¡p¶Xv t]mse KpWt`màrØm]\¯nt\bpw t{]mPIvSpambn 

_Ôn¸nt¡ïXpïv. CXn\mbn A¡uïâv / \nÀÆlW DtZymKØsâ 

temKn\nð \n¶v “Settings” F¶ sa\phnð \n¶pw “Instituition Project Mapping” 

F¶ k_v Hm]vj³ sXcsªSp¡pI. XpSÀ¶v e`n¡p¶ kv{Io\nð 

t{]mPIvSv hÀjw & _Ôs¸« t{]mPIvSv \¼À \ðIn “Search” _«¬ ¢n¡v 

sN¿pI.  Añmsb¦nð “Search” _«¬ ¢n¡v sNbvXXn\v tijw AXn\v 

Xmsgbmbn ImWp¶ “t{]mPIvSv” F¶ tImt¼m t_mIvknð \n¶pw 

Bhiyamb t{]mPIvSv sXcsªSp¡pI. XpSÀ¶v KpWt`màr Xcw, 

Øm]\¯nsâ Sn³ \¼tdm, Sm³ \¼tdm, Øm]\¯nsâ hnhc§Ä 

\ðInbt¸mÄ kmwJy P\tdäv sNbvX Øm]\¯nsâ sF.Un. \ðInb 

tijw “Add” _«Wnð ¢nIv sN¿pI. aäv Øm]\§sfbpw Sn t{]mPIvSpambn 

_Ôn¸n¡phm\psï¦nð Ahsbñmw apIfnð ]dªncn¡pw {]Imcw “am¸v” 

sNbvX tijw “Save” _«Wnð ¢nIv sNbvXv sk{I«dnbpsS 

AwKoImc¯n\mbn Ab¡pI. 

 

 

Øm]\§sf t{]mPIvSpambn _Ôn¸n¨Xn\v sk{I«dnbpsS AwKoImcw 
hm§ð (t{]mPIväv ¢bâvþC³Ìnäyqj³ am¸vUv) 

KpWt`màrØm]\¯ns\ t{]mPIvSpambn _Ôs¸Sp¯nbXv 

AwKoIcn¡p¶Xn\v ]©mb¯v an\nävknsâ kq£n¸pImc\mb 

sk{I«dnbpsS A{]qhð hm§Ww.  CXn\mbn sk{I«dnbpsS temKn\nð 

(kmwJy sh_v B¹nt¡j\nð) “Approval” sa\phnð \n¶pw “Project-Client-
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Instituition Mapped” F¶ Hm]vj³ sXcsªSp¡pI. hyànKX 

KpWt`màm¡sf t{]mPIvSpambn am¸v sNbvXXv sk{I«dn AwKoIcn¨ AtX 

coXn Xs¶bmWv ChnsSbpw A\phÀ¯nt¡ïXv. (t]Pv 9 {i²n¡pI). 

 

C§s\ KpWt`màrØm]\¯nsâ hnhc§Ä \ðIn, sk{I«dnbpsS 

AwKoImcw hm§nb tijw \nÀÆlW DtZymKØ\v KpWt`màmhn\v 

B\pIqeyw \ðIp¶Xn\mbn sk{I«dn¡v dnIyqknj³ \ðImhp¶XmWv. 

dnIyqknj³ kaÀ¸n¡ð 

1. \nÀÆlW DtZyKØ³ dnIyqknj³ X¿mdm¡ð 

t{]mPIvSnsâ \S¯n¸n\v ^ïv Bhiys¸Sp¶X\mbn \nÀÆlW 

DtZymKØsâ  temKn\nð (kmwJym sh_v B¹nt¡j\nð) {]thin¨Xn\v 

tijw “Request” F¶ sa\phnð \n¶p “Requisition” F¶ k_v sa\p ¢nIv 

sN¿pI. 

 
C§s\ sa\p sXcsªSp¡pt¼mÄ e`n¡p¶ kv{Io\nð t{]mPIvSv hÀjw & 

t{]mPIvSv \¼À \ðIn “Search”  _«¬ ¢nIv sNbvXv Iïp]nSn¡pItbm, 

“Search” _«¬ ¢nIv sNbvX tijw NphsS ImWn¡p¶ Sn \nÀÆlW 

DtZymKØ³ \S¸nemt¡ï t{]mPIvSpIfpsS enÌnð \nt¶m Bhiyamb 

t{]mPIvSv “Select” _«¬ ¢nIv sNbvXv sXcsªSp¡pI XpSÀ¶v e`n¡p¶ 

kv{Io\nð t{]mPIvSv hnhc§Ä ZriyamIpw. t{]mPIvSnsâ \S¯n¸n\v 

Bhiyamb XpI “Bhiys¸« XpI” F¶Xnsâ heXv his¯ sSIvÌv 

t_mIvknð \ðIpI. Sn _nñnð GsX¦nepw hn[¯nepff Deduction Recovery 

Dsï¦nð _m[Iamb Hmtcm slÍnepw Ah \ðIpI. (DZm. VAT, IT, KCWWF, 
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Retention apXembh).  dn¡hdnIÄ DÄs¸sSbpff XpIbmWv Bhiys¸« XpI 

F¶bnS¯v \ðtIïXv.  XpSÀ¶v _nñnsâ Xcw ]mÀ«v / ss^\ð _nð 

F¶pffXn sXcsªSp¯v, hnhcWw (Dsï¦nð) BbXv \ðIn “Save”  

_«¬ ¢n¡v sN¿pI. 
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apIfnð ImWn¨ncn¡p¶ kv{Io\nse tkhv _«¬ ¢nIv sNbvX tijw tkhv 

_«¬ A{]Xy£amhpIbpw, hnhc§Ä tkhv sNbvXXmbn “Successfully 

Saved” F¶ satktPmSv IqSn Adnbn¡pIbpw sN¿pw. 

 
 
UnU£\pIÄ DÅ _nñmsW¦nð NphsS ImWp¶ t]mse hnhc§Ä 
\ðIpI 

 
 

2. dnIyqknj³ HmXssdkv sN¿phm\mbn A²y£\v Ab¡ð 
 
dnIyqknj³ HmXssdkv sN¿phm\mbn Xt±i Øm]\¯nsâ A²y£\v 

Abt¡ïXpïv.  CXn\mbn \nÀÆlW DtZymKØ³ “Request” F¶ 

sa\phnð \n¶pw “Send For Authorisation” F¶ k_v Hm]vj\nð ¢n¡v sN¿pI. 

 
Ct¸mÄ e`n¡p¶ kv{Io\nð \n¶pw A²y£³ HmXssdkv sN¿phm\pff 

dnIyqknj³ sXcsªSp¡pI.  CXn\mbn Bhiyamb dnIyqknj\v 
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t\scbpff “sXcsªSp¡pI” F¶ tImf¯nse sN¡v t_mIvkv ¢n¡v 

sNbvXv “√”  h¶p F¶v Dd¸v hcp¯pI. “Forward Seat” F¶bnS¯v “Ward 

Member . (<{]knUânsâ t]cv> President)” BsW¶v Dd¸v hcp¯pI, dnamÀIvkv 

GsX¦nepw \ðtIïXpsï¦nð BbXv \ðIn “Send” _«¬ ¢n¡v sN¿pI.  

_Ôs¸« dnIyqknj³ kw_Ôn¨ hniZmwi§Ä \nÀÆlW DtZymKØ\v 

ImtWïXpsï¦nð Send sN¿p¶Xn\p ap³]mbn dnIyqknj³ enÌnð 

sXcsªSp¯ dnIyqknjsâ heXv Aä¯mbn hnhc§Ä F¶ tImf¯nð 

“View” F¶ sSIvÌnð ¢n¡v sNbvXmð aXnbmIpw. 

 

“Send” _«¬ ¢n¡v sNbvXv Ignªmð Sn dnIyqknj³ {]knUânsâ 

temKn\ntebv¡ Ab¡s¸«p F¶v ImWn¨vsImïv atkPv t_mIvkv Xmsg 

ImWn¡pw {]Imcw kv{Io\nð ImWn¡pw. 

 

Note: {]knUân\v tdmð kpteJ hgn \nÝbn¨v \ðInbn«nñmsb¦nð 

“Forward Seat” F¶bnS¯v {]knUânsâ t]cv, hmÀUv \w. F¶nhsbm¶pw 

tImt¼m t_mIvknð ImWnñ. 
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3. {]knUâv dnIyqknj³ HmXssdkv sN¿ð 
 
\nÀÆlW DtZymKØ³ kaÀ¸n¨ dnIyqknj³ AwKoIcn¡p¶Xnt\m/ 

\ncmIcn¡p¶Xnt\m {]knUâv/sNbÀam³/sNbÀt]gvk¬/tabdpsS  

temKn\nð Ibdn “Approval” F¶ sa\phnð \n¶pw “Authorization” F¶ k_v 

sa\p ¢n¡v sN¿pI. 

 

Ct¸mÄ e`n¡p¶  kv{Io\nse  dnIyqknj³ enÌnð \n¶pw HmXssdkv 

sN¿phm\pff dnIyqknj³ sXcsªSp¡pI (Nnet¸mÄ H¶ne[nIw  

dnIyqknj\pIÄ, Sn enÌnð Isï¶v hcmw) {]knUân\v dnIyqknj³ 

HmXssdkvUv sN¿p¶Xn\v ap¼mbn BbXnsâ hniZmwi§Ä 

ImWWsa¶psï¦nð B dnIyqknjsâ hnhc§Ä F¶ tImf¯nse “View” 

F¶  sSIvÌnð ¢nIv sN¿pI.  “Authorise” F¶ _«¬ ¢n¡v sN¿p¶Xn\v 

ap¼mbn Bhiyamb dnIyqknj³ (Asñ¦nð dnIyqknj\pIÄ) 

“sXcsªSp¡pI” F¶ tImf¯nse sN¡v t_mIvknð (Asñ¦nð sN¡v 

t_mIvkpIfnð) “√” NnÓw Dsï¶v Dd¸v hcp¯pI.  dnamÀIvkv Dsï¦nð, 

BbXv \ðIpI “Forward Seat” F¶Xnsâ D¯cambn “AO (<A¡uïânsâ 

t]cv> Accountant)”  F¶mWv F¶pffXv Dd¸m¡n “Authorise”  F¶ _«Wnð 

¢n¡v sN¿pI. Ct¸mÄ “Requisition Authorised” F¶ satkPv t_mIvkv 

ImWn¡pIbpw, Sn satkPv t_mIvkv hn³tUm t¢mkv sNbvXpsImïv 

Asp¯ \S]Snbnte¡v IS¡mw. FsX¦nepw ImcWhimð {]knUân\v Hcp 

Atem«saâv d±v sN¿Wsa¶psï¦nð BbXv sXcsªSp¯v, 

“sXcsªSp¡pI” F¶  tImf¯nð “√” Dsï¶v Dd¸p hcp¯n, thsdbpw 

dnIyqknj³ enÌnð Dsï¦nð  AhbpsS “√” NnÓw  “sXcsªSp¡pI”  

F¶ tImf¯nð  Cñmsb¶pw Dd¸v hcp¯n sImïv  “Return”   F¶ Iamâv 

_«Wnð ¢n¡v sNbvXmð  aXnbmIpw.   

Note: {]knUâv/sNbÀam³/sNbÀt]gvk¬/tabÀ dnIyqknj³ dnt«¬ 

sNbvXmð \nÀÆlW DtZymKØsâ temKn\nepw, HmXssdkv sNbvXv 
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Ignªmð A¡uïnsâ temKn\nepw. dnt«¬ sNbvX dnIyqknj\nð 

\yq\XIÄ Dsï¦nð BbXv \nÀÆlW DtZymKØ³ ]cnlcn¨v hoïpw 

HmXssdkv sN¿phm³ {]knUân\v Ab¡mhp¶XmWv. 

Atem«saâv X¿mdm¡ð 

1. A¡uïâv Atem«saâv X¿mdm¡Ä 

dnIyqknj³ Øm]\ A²y£³ HmXssdkv sNbvXv Ignªmð AXn\pÅ 

Atem«saâv X¿mdm¡p¶Xn\v A¡uïânsâ temKn\nð \n¶pw “Process” 

F¶ sa\phnð \n¶pw “Allotment” F¶ k_v sa\p ¢n¡v sN¿pI.   

 

{]knUâv HmXssdkv sNbvX Fñm dnIyqknj\pw ChnsS ImWmw.  CXnð 

GXv dnIyqknj\pff Atem«saâmtWm X¿mdmt¡ïXv BbXnsâ heXv 

Aä¯mbn ImWp¶ “View” _«Wnð ¢nIv sNbvXv hnhc§Ä ]cntim[n¨v, 

AXn\v Xmsgbmbn ImWp¶ tNmZy§fmb KpWt`màmhn\v/ 

KpWt`màm¡Ä¡v \ðtIï XpI, [\t{kmXkv F¶nhbv¡v adp]Sn 

\ðIn, dnamÀIvkv \ðtIïXpsï¦nð, BbXpw \ðIn Forward Seat 

F¶pffbnS¯v “SEC (<sk{I«dnbpsS  t]cv> Secretary) F¶pffXmsW¶v Dd¸v 

hcp¯ns¡mïv “Allotment” F¶ _«Wnð ¢n¡v sN¿pI. C§s\ sNbvXp 

Ignbpt¼mÄ sk{I«dn & {]knUânsâ temKn\nð Ch A{]qhv sN¿pI F¶ 

HmÀ½s¸Sp¯epambn Hcp satkPv t_mIvkv hcp¶Xv ImWmw. Cu hn³tUm 

t¢mkv sNbvXvsImïv XpScmhp¶XmWv. GsX¦nepw ImcWhimð 

dnIyqknj\nð ]niIv DÅXmbn A¡uïân\v t_m²ys¸«mð, Sn 

dnIypknj\nse ]niIv ]cnlcn¡p¶Xn\mbn “Return” _«Wnð ¢nIv sNbvXv 

\nÀhlW DtZymKØsâ temKn\ntebv¡v XncnsI aS¡n \ðImw. 
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 24 

k
mw
J
y 
s
h
_

vv |
 t
\
m«
v X

¿
md
m¡

nb
X
v :
 c
mP

vI
pa
mÀ
.P
n 

2. sk{I«dn Atem«saâv A{]qhv sN¿ð 

A¡uïâv X¿mdm¡n kaÀ¸n¨ Atem«vsaâv sk{I«dn & {]knUâv 

AwKoIcnt¡ïXmbpïv. CXn\mbn BZyw sk{I«dnbpsS temKn\nð \n¶pw 

“Approval” F¶ sa\phnð \n¶pw “Allotment”  F¶ k_v sa\p ¢n¡v sN¿pI. 

 

XpSÀ¶v ImWn¡p¶ kv{Io\nð Atem«vsaâv hnhc§Ä ImWn¡pw. A{]qhv 

sN¿phm³ Bhiyamb Atem«saâv  skeIvSv N¿pI, XpÀ¶v B 

Atem«saân\v t\scbpff “sXcsªSp¡pI” F¶ tImf¯nse sN¡v 

t_mIvknð “√” NnÓw Dsï¶v Dd¸v hcp¯pI.  BbXv Cñmsb¦nð 

H¶pIqSn B sN¡v t_mIvknð ¢n¡v sNbvXv “√” NnÓw hcp¯nb tijw 

“dnamÀIvkv“ \ðtIïXpsï¦nð BbXpw \ðIn “Approve” _«¬ ¢n¡v 

sN¿pI.  XpSÀ¶ “Allotment Approved” F¶v tcJs¸Sp¯nb Hcp satkPv 

t_mIvkv hcp¶Xmbn ImWmw. Cu satkPv t_mIvkv t¢mkv sN¿pI. 

Ct¸mÄ Cu Atem«saâv {]knUânsâ temKn\nð F¯nt¨cpw.  

 

XpSÀ¶v {]knUânsâ temKn\nð Cu Atem«vsaâv sXcsªSp¡pI, tijw 

AwKocImcw \ðIpI.  
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3. {]knUâv Atem«vsaâv AwKoIcn¡ð. 

Atem«vsaâv sk{I«dn AwKoIcn¨v IgnªXn\v tijw BbXv {]knUâv 

IqSn AwKoIcn¡Ww, CXn\mbn {]knUânsâ temKn\nð \n¶pw “Approval” 

F¶ sa\phnð \n¶v “Allotment” F¶ k_v sa\phnð ¢n¡v sN¿pI. 

 

sk{I«dn Atem«vsaâv A{]qhv sN¿phm³ kzoIcn¨ AtX \S]Sn 

{]knUâpw kzoIcn¡pI.  XpSÀ¶v “Approval” _«¬ ¢n¡v sN¿pI.  

{]knUâv IqSn Atem«saâv A{]qhv sNbvXv Ignªmð Atem«vsaânsâ 

AwKoImcw ]qÀ®ambn. 

 

Atem«vsaân\v AwKoImcw e`n¨p Ignªmð \nÀhlW DtZymKØ³ 

{Sjdnbnð Hm¬sse\mbn _nð kaÀ¸n¡phm\pÅ XpSÀ \S]SnIfntebv¡v 

IS¡mhp¶XmWv. 

Note:  Atem«vsaâv AwKoImc¯n\v sk{I«dnbpw, {]knUâpw “Digital 

Signature” D]tbmKnt¡ïXmbn hcpw. 
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s{]mkoUnwKvkv X¿mdm¡ð 

Atem«vsaân\v AwKoImcw e`n¨v Ignªmð ASp¯]Snbmbn 

s{]mkoUnwKvkv X¿mdm¡Ww, CXn\mbn \nÀÆlW DtZymKØsâ 

temKn\nð \n¶pw “Request” F¶ sa\phnð \n¶pw “Proceedings” F¶ k_v 

sa\p ¢n¡v sN¿pI. 

 

XpSÀ¶v e`n¡p¶ kv{Io\nð \n¶pw Atem«saâv e`n¨ {]mPIvSpIfpsS enÌv 

ImWmhp¶XmWv. CXnse GXv Atem«vsaân\pff t{]mkoUnwKvkmWv 

X¿mdmt¡ïXv B F³{SnbpsS t\scbpÅ “sXcsªSp¡pI” F¶ 

tImf¯nse sN¡v t_mIvkv “√” NnÓw Dsï¶v Dd¸v hcp¯pI.  BbXv 

Cñmsb¦nð H¶pIqSn B sN¡v t_mIvknð ¢n¡v sNbvXv “√” NnÓw 

hcp¯nb tijw “dnamÀIvkv“ \ðtIïXpsï¦nð BbXpw \ðIn “Approve” 

_«¬ ¢n¡v sN¿pI. CtXmsS s{]mkoUnwKvkv X¿mdmbn Ignªp. 
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_nð P\tdäv sN¿ð 

{Sjdnbnð _nð Hm¬sse\mbn kaÀ¸n¡p¶Xnsâ `mKambn BZyw _nð 

P\tdäv sNt¿ïXpïv, CXn\mbn \nÀÆlW DtZymKØsâ temKn\nð 

\n¶pw “Request” F¶ sa\phnð \n¶v “Generate Bill” F¶ k_v sa\p 

sXcsªSp¡pI. 

 

XpSÀ¶v e`n¡p¶ kv{Io\nð \n¶pw P\tdäv sNbvX _nñpIfpsS enÌv 

ImWmhp¶XmWv. CXnse GXv Atem«saân\pÅ _nñmWv X¿mdmt¡ïXv 

B F³{SnbpsS t\scbpÅ “sXcsªSp¡pI” F¶ tImf¯nse sN¡v 

t_mIvkv “√” NnÓw Dsï¶v Dd¸v hcp¯pI, Añm¯]£w H¶pIqSn B 

sN¡v t_mIvknð ¢n¡v sNbvXv “√” NnÓw hcp¯n, tijw “dnamÀIvkv“ 

\ðtIïXpsï¦nð BbXpw \ðIn “Approve” _«¬ ¢n¡v sN¿pI. 

CtXmsS _nñnsâ `mKam¡phm\pÅ _nð P\tdäv sNbvXp Ignªp 
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{Sjdnbne¡v X¿mdm¡nb _nð Hm¬sse\mbn kaÀ¸n¡ð 

\nÀhlW DtZymKØ³ X¿mdm¡nb _nð {Sjdnbntebv¡v Hm¬sse\mbn 

kaÀ¸n¡p¶Xn\v \nÀÆlW DtZymKØsâ temKn\nð Xs¶ “Request” F¶ 

sa\phnð \n¶pw “Bill To Treasury” F¶ k_v sa\p ¢n¡v sN¿pI. 

 

Ct¸mÄ e`yamIp¶ kv{Io\nð P\tdäv sNbvX _nñpIfpsS enÌv ImWmw. 

ChbpsS hniZmwi§Ä ImWWsa¶psï¦nð Sn enÌnse Bhiyamb 

F³{Snbnse “View” _«Wnð ¢n¡v sN¿pI.  hnhc§Ä Xr]vXnIcsa¦nð 

kv{Io\nð \n¶pw “Bill Send” F¶ _«¬ ¢n¡v sNbvXv {Sjdnbnte¡v  _nð 

Hm¬sse\mbn Abbv¡pI.  At¸mÄ Xs¶ {Sjdnbnð Sn _nð e`yamIpw. 
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C§s\ _nð {Sjdnbntebv¡v “Bill Send” F¶ _«¬ ¢n¡v sNbvXv 

Ab¡pt¼mÄ Xmsg ImWn¡pw {]ImcapÅ satkPv t_mIvkv hcp¶Xv 

ImWmw. Cu satkPv t_mIvkv t¢mkv sNbXv ASp¯ \S]Snbntebv¡v 

\nÀhlW DtZymKØ\v IS¡mw. 
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Note: BAMS (Budget Allocation & Monitoring System) F¶ ^n\m³knsâ 

tkm^vävshbdpambn kmwJy shºn\v Cât{Kj³ DffXn\mð, 

A¡uïânsâ temKn\nð \n¶v BAMS Fund Allotment Hm]vj\nð \n¶v 

Atem«saâv shcnss^ sNbXv Ignªmð ACR-ð Atem«vsaâv 

tcJs¸Sp¯ð  X\nsb hcpw (AXv ]©mb¯nð \n¶pff Hcp F³{Snbñ). 

Atem«vsaâv AwKoIcn¨v IgnªmepS³ ACR-ð t]bvsaânepw hcp¶Xv 

ImWmw. tijw {Sjdnbnð  \n¶pw KpWt`màmhnsâ  A¡uïnte¡v XpI 

ssIamdn Ignbpt¼mÄ  ACR-sâ Ahkm\ tImf¯nð XpI ssIamdnbXv 

kw_Ôn¨ hnhchpw e`yamIpw.  BbXn\mð A¡uïân\v {Sjdn 

dn¡¬knentbj³ Hcp \nÊmc tPmenbmbn amdpw. 

 

Hcp hyànKX KpWt`màmhnsâ H¶nð IqSpXepÅ A¡uïnsâ 
hnhc§Ä tNmÀ¡ð 

Hcp KpWt`màmhn\v X\n¡v e`n¡phm\pÅ B\pIqeyw ap³s] \ðInb 

_m¦v A¡uïnð AñmsX asämcp A¡u ïntebv¡v thWsa¶v ImWn¨v 

tcJIÄ klnXw (_m¦v A¡uïv ]mkv _p¡nsâ ]IÀ¸v) At]£ 

\ðIpIbmsW¦nð, SnbmÄ¡v At]£ {]Imcw ASp¯ Hcp _m¦v A¡uïv 

hnhcw IqSn SnbmfpsS t]cntebv¡v tNÀ¯v \ðImhp¶XmWv. CXn\mbn  

\nÀÆlW DtZymKØsâ temKn\nð “Settings” F¶ sa\phnð \n¶v “Client – 

Individual - Account” F¶ k_v sa\p ¢nIv sN¿pI.  

 

XpSÀ¶v e`n¡p¶ kv{Io\nð Sn KpWt`màmhnsâ B[mÀ \¼À \ðIn 

KpWt`màmhns\ sXmcsªSp¡pI, tijw SnbmÄ A¡uïv 
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tNÀ¡phm\mbn \ðInbn«pÅ _m¦v ØnXn sN¿p¶ Pnñ, Øm]\¯nsâ 

Xcw, _m¦nsâ t]cv, {_m©v, A¡uïnsâ Xcw, A¡uïv \¼À F¶nh 

\ðIn “Save” _«¬ ¢nIv sNbvXv A¡uïv hnhcw SnbmfpsS aäv 

hnhc§tfmsSm¸w Iq«n tNÀ¡pI. 

 

 

 

 

 

 

 kmwJy sh_v B¹nt¡j³ Uhe]vsaâv tÌPnemWv. 
sF.sI.Fw. CXnð Hä\h[n ^o¨dpIÄ tNÀ¡p¶pïv, 

ss^\ð shÀj³ ]qÀ¯nbmIpt¼mÄ, Cu 
t\m«nð¸dªncn¡p¶ Imcy§fnð amäw Dïmtb¡mw. 

\nehnse khntijXIÄ sh¨mWv Cu t\m«v 
X¿mdm¡nbn«pÅXv.  

 

Hm¬sse³_nð k_vanj³ 
]cnioe\¯n\v am{XamWv Cu t\m«v 

X¿mdm¡nbncn¡p¶Xv. 


