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INTRODUCTION

The vendor payment portal integrated with ERP is being developed and implemented to address the challenges
faced by DMRC vendors. Main scope of the system is to empower DMRC vendors & employees with the following

objectives:

New vendors can be registered after proper validation on contract parameters like LOA/PO number. Every request
generated by the vendor will go through an approval process by executive and finance at the DMRC. This approval
process will be designed in a way where the nodal officer will have the flexibility to send it back to the vendor if any

discrepancy is found in their info else forward it to concerned user for verification.

Upon successful registration, the vendor will have a variety of options to move forward with in the vendor portal.
These options include BOQ upload, change in information, bill upload and PO variation. The vendor will also be able

to check their transaction status on the portal on each of the screens on which request has been submitted.

Vendors can view, create, and maintain bills & payments data anytime, anywhere through web browser. This will
reduce effort & time for processing vendor payment. It will also help vendors with better traceability, visibility and

reduce physical document data entry, movement and printing.

The vendor payment portal shall work as a seamless interface between the contractor, the executive and finance to

carry out all billing processes prior to posting the final certified invoice to the ERP by the finance department.

VPP will also be sending SMS and email notifications to the vendor on each step as and when required along with

necessary details.



VPP Works Module User Manual for DMRC

EXECUTIVE NODAL OFFICER

1. Works/Non Store
1. SIGNUP APPROVAL NODAL OFFICER

This option will be used by the executive nodal officer to approve the sign up requests generated by
thevendors.
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Once the Nodal officer will sign in to the portal, the pending signup request will show.

fareet #g o 8  MyProfile v
@DMRC = Q yProfile

D

) S Pending Request
B Reports
Vendor SignUp Sedrch:
Vendor Contract 1. | LOA/PO/LEASE Type Description E-Mail Action
A: 88776655 Non Store TEST CONTRACT KVA@AMITYSOFTWARE.COM

BOQ
BOQ Variation Showing 1 to 1 of 1 entries
Pro Payment

Final Bill

Abstract Bill

NonAbstract Bill

Payment to DMRC

Vendor Modification

All the pending request will show in the grid for the nodal officer to take action on.
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Signup Approval

Vendor Signup

Once the nodal officer selects a request for approval, all the details filled by the user will show in
a non-editable format.

The nodal officer has the option to either approve or reject the request.

The document types that can be uploaded as attachments are .PDF, .JPEG, .PNG, .JPG.

DMRC officials can upload documents.

Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’
for download or view.

Remarks entered in all previous steps on the request or service line of item level will be available for
reference purposes on clicking ‘View Remarks’.

DMRC official will add their remarks for this overall request.

DMRC official can preview their request before submitting by clicking ‘PREVIEW'.

Appropriate notifications in terms of SMS and email will be sent to vendor with their login credentials.

10. The DMRC nodal officer will also receive an SMS and email regarding successful approval.

2. VENDOR ONBOARDING EXECUTIVE NODAL APPROVAL

This screen will be used by the executive nodal officer to either assign the onboarding request to his
subordinate or verify himself and send it to the finance nodal officer.

APPROVAL PROCESS
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All the pending registration requests will be shown in the dashboard.
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DMRC =

@ Dashboard

Vendor Registration Request/Executive

B Reports
Vendor i
e 0 LOA/PO/LEASE 1. Name Contract Type Contract Descrption Email
88776655 TEST APPLICATION Non Store

TEST CONTRACT KVAZAMITYSOFTWARE.COM

BOQ Variation Showing 1to 1 of 1 entries
Pro Payment

Final Bill

Abstract Bill

NonAbstract Bill

Payment to DMRC

'Vendor Modification

A grid of all the registration requests will be shown for the nodal officer to proceed from.

Search:

Action

View
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@ Dashboard . .
Vendor Registration Approval

& Variation Parameter

& Bog Group
Contract Details

B Reports

Contract Type-Non Store
LOA /PO Number -HP/08/12
TE

B StoreReports

Multi Currency -No
Multi Party -No
Multi State -No

Vendor Information

Title Firm Name * Country *

Mr HG India
Region * Postal Code * City * Street House No. *

Uttar Pradesh 201007 MOHAN NAGAR, GHAZIABAD PLOT2NO. F-27,SEC. A-7, PART-2, TRANS D!
Telephone Mobile * Phone Fax E-Mail

263401352634 7416944489 7619416874 YXV@AMITYSOFTWARE.COM
Bank Details

Beneficiary Account Name Beneficiary Account Number IFSC Code

(] Foreign Vendor (Yes/No) RAILTED CORPORATION OF INDIA 7752236985222 $BINO00012
Bank Name Bank Address with State PIN Region City

ICICI IN-UTTAR PRADESH Dadar And Nagar Have MOHAN NAGAR, GHAZIABAD
Branch Bank Country Beneficiary Account Type PAN Number

JMT12FF India Saving Account BWIPG1238A

GST Registration Number MSME Number

[ Registered Under GST ACT O msme
Total Contract Value Bank Guarantee Value Insurance Amount

10000.00 100.00 000
Action *
| |
Purchase Organization Remarks *

| |
SUBMIT PREVIEW VERIFY DOCUMENT

Copyright © 2024 Delhi Metro Rail Corporation(DMRC).

1. On choosing one request, the registration form will be open in a non-editable format.

. The nodal officer can also upload documents if required.

3. The executive nodal officer has to choose the purchase organization, verify the documents by clicking
‘VERIFY’, and then either send it for verification to the subordinate or forward it to the finance nodal
officer directly.

4. Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’ for
download or view.

5. Remarks entered in all previous steps on the request or service line of item level will be available for
reference purposes on clicking ‘View Remarks’.

N



6. The document types that can be uploaded as attachments are .PDF, .JPEG, .PNG, .JPG.

7. DMRC officials will upload documents required by DMRC.

8. DMRC official will add their remarks for this overall request.

9. DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

10. Notifications will be sent to the nodal officer and the user to whom the request has been forwarded.

11. The subordinate will have an option to either approve/reject the request or send it back to the nodal officer or send It further for verification to another
subordinate.

3. VENDOR ONBOARDING FINANCE APPROVAL

This screen will be used by the finance nodal officer to either assign the onboarding request to his subordinate or verify himself and send it to the finance
nodal officer.

Vendor Reguest

Executive Nodal Forward io finance depariment
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Vendor approval will follow this flow.

el 41

<D

DMRC = Q
@ Dashboard Dashboard
B Reports
Vendor SignUp 0 +. 1 + 0 0
) Signup Request - Registration BOQ/PO BOQ Variation (Vendor)
Vendor Contract

= e

BOQ

BOQ Variation

i = B 0 i
ProP: nt Provisional Payment Abstract Bill Non Abstract Bill Final Bill

Abstract Bill

NonAbstract Bill 0 ’ 0 o
Info Modification R Payment To DMRC BOQ Variation (DMRC)

Payment to DMRC
V =3

Vendor Modification

All the pending registration requests will be shown in the dashboard.
DMRC = A (@ venev
@D -2hioat Vendor Registration Request/Executive
B Reports

SignUp Show 10 rows = Search:

Contract LOA/PO/LEASE 1| Name Contract Type Contract Descrption Email Action

88776655 TEST APPLICATION Non Store TEST CONTRACT KVARAMITYSOFTWARE.COM

Showing 1to 1 of 1 entries

Final Bill
t Bill

NonAbstract Bill

Payment to DMRC

Vendor Modification

A grid of all the registration requests will be shown for the nodal officer to proceed from.
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Dashboard
e Vendor Registration Approval

Variation Paramet

Boq Group

Contract Details
Reports Contract Type- Noh Store

LOA /PO Number - OTTH JUNE 2024

O1TH JUNE 2024

Store Reports

Multi Currency - No
Multi Party - No
Multi State - No

Vendor Information
Title Firm Name Country

Mr O1THJUNE O1THJUNE India
Region Postal Code City Street House No.

DELHI 110011 DELHI 1111
Telephone Mobile Phone Fax E-Mail

9643546153 DKP@AMITYSOFTWARE.COM
Bank Details
Beneficiary Account Name Beneficiary Account Number IFSC Code

[ Foreign Vendor (Yes/No) DEE 00192320001041 HDFC0000019
Bank Name Bank Address with State PIN Region City

HDFC 111111 DELHI DELHI
Branch Bank Country Beneficiary Account Type PAN Number

BRAN India Saving Account AAACE3104N

GST Registration Number MSME Number

([0 Registered Under GST ACT O msme
Total Contract Value Bank Guarantee Value Insurance Amount

90000000.00 0.00 0.00
Account Details
SAP Vendor Code
Recon Account * Search Term Sort Key * Cash Management Group *
‘ - ‘ ‘ Select Short ke - | ‘ lect Cash Mgmt Grp - |
Payment Terms * Chk Cashing Time * House Bank *
‘ - ‘ ‘ S - |
Order Currency * Inco Terms Schema Group * Account Group *
‘ Order Currency - ‘ ‘ t Incom: - ‘ ‘ Select Scf - | ‘ ct Account Group - |

GST Type Vendor Type *

GR Based Invoice Verification Service Based Invoice Verification ‘ .

Withholding TAX

Witholding Tax Type Rec Type W/ Tax ID

‘ Type - ‘ [ witax Liable -
Documents
Other Documents Click here to compress your documents

Other Document Name

Action

Purchase Organization Remarks *

PORG-Project Purchase Org - Show Remark
UBMIT PREVIEW VERIFY DOCUMENT SAP VENDOR POSTING

Copyright © 2024 Delhi Metro Rail Corporation(DMRC).



1. When choosing one request, the registration form will be opened in a non-editable format.The nodal officer can also upload
documents if required.

2. Apart from the vendor details, the finance user will also have to input the SAP-related fields like account details
and withholding tax and will do the SAP POSTING by clicking on the SAP VENDOR POSTING button. Without SAP
posting system will not allow finance users to approve and take any action on the request.

3. All the account and withholding tax details will be interfaced from SAP.

4. The executive nodal officer has to choose the purchase organization, verify the documents by clicking VERIFY,
and then either send it for verification to the subordinate or forward it to the finance nodal officer directly.

5. Notifications will be sent to the nodal officer and the user to whom the request has been forwarded.

6. The subordinate can either approve/reject the request or send it back to the nodal officer or send It
further for verification to anothersubordinate.

7. If the finance user selects an existing vendor code from the drop-down menu in SAP Vendor Code, then SAP VENDOR POSTING won't
be necessary. Instead, the combination of GST No., PAN No., Account No., IFSC Code, and Purchase org should match the
information for the vendor entered with the existing vendor code selected by the finance user.

8. If a vendor request is with the CORG purchase organization and a finance user selects an existing vendor with the PORG, then the
respective vendor code will be extended to PORG too. The SAP vendor code drop-down field will display the respective vendor code
with both organizations CORG-PORG as below.

@6[\;1 HCI = fal & FINANCE NODAL ¥

@ Dashboard Branch Bank Country Beneficiary Account Type PAN Number
BRANTTT India Saving Account AAACE3104N
& Variation Parameter
GST Registration Number MSME Number
& Bog Group [ Registered Under GST ACT O ms™E
B Reports Insurance Amount
. 0000409580-BHADRA-AAACE3104N--00192320001041-HDFC0000019-PORG a 0.00
B StoreReports :
I 0000409583-BHADRA-AAACE3104N--00192320001041-HDFC0000019-PORG-CORG I
0000409593-OM-AAACE3165N-26AAACE3164H17U-00192320003911-
HDFC0000019-PORG
0000409766-DEEPAK--26AAACE3104H1ZU-00122320001041-HDFC0O000019-PORG-
CORG v
Recon Account * Search Term Sort Key * Cash Management Group *
Payment Terms * Chk Cashing Time * House Bank *

‘ ‘ Payment Method ‘ ‘

Order Currency * Inco Terms Schema Group * Account Group *

GST Type Vendor Type *
GR Based Invoice Verification Service Based Invoice Verification | [ |

4. BOQEXECUTIVE APPROVAL

Once the vendor successfully creates a BOQ request, it will come to the executive nodal officer for approval
where he will create header, and groups and assign items to it.
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=

9

BOQ/PO

9

Non Abstract Bill

94

BOQ Variation (DMRC)

i
&

13

BOQ Variation (Vendor)

2

Final Bill

2

Store Bill Approval




All pending BOQ requests will be shown under BOQ/PO

el e
— N i .
DMRC = £l & NODALNONSTOREA

@ Dashboard .
BOQ Details

& Variation Parameter

& Bog Group Header

B Reports Groups

Items

Is Tax
Rate Base Tax Tax Gross
n Section Service Qty Rate Unit Applicable Type Percentage Rema
1 (Ex) Amount % 5 Value Amount
D 99 99 o .00

B StoreReports

ITEM 2 ITEM 2 66 Inch 6,534 90.00 N 58806 124146 N/A
O ITEM 1 ITEM 1 100 100 100 Inch 10,000 5.00 No 500 10,500 N/A 0.00
Showing 1 to 2 of 2 entries

Assign Group

Documents

Other Documents Click here to compress your documents

Choose file Upload

Other Document Name

Remark * Actions *

‘ Verify Document Backto list BOQ Posting.

Copyright © 2024 Delhi Metro Rail Corporation(DMRC).

1. On choosing the pending request, the executive nodal officer will have the provision to create header,
groups.Service line items will be assigned to groups for posting in SAP. This is the same as items in SAP.
They can also add conditions to the group or header. Only 1 condition either at the header or group can
be applied at a time.

2. Allthe fields in the Header and groups will be interfaced through SAP.

ot 3 _ ~——
@'_ar.n:c = 0 @)

Dashboard "
b Details

B Reports

Puchase Grp. Purchase Org. Collective No. Payment Terms. Start Date End Date

TE-Constr Limited tende P3&-PM3IA PORG-Project Purchase Org 123 01 May 2021 31May 2021

Pro Payment Condition

Final Bill Condition Type Value *

Abstract Bill

NonAbstract Bill

to DMRC
ltems

Groups -

The nodal officer can add a condition to the header and view the same by clicking the ‘CONDITIONS button
against the header line of the item.
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DMRC

@ Dashboard

£ & NODALNONSTOREA v

BOQ Details

& Variation Parameter

& Boq Group

Group Description * Remark *

B Reports

B Store Reports

Account Assignment

Account Assignment Category * Item Category * 'WBS Element/Cost Centre *
| | [ s - | |
Material Group * Plant * Tracking No * Tax Code *

Delivery Date

Add Group

e o e = B —

Total Amount(Ex. of GST) 10000.00 10500.00

Items v

Documents

Other Documents Click here to compress your documents

Choose file m

Other Document Name

Remark Actions *

[l o | srousenens | veivooament J seccont | soarosins

Copyright © 2024 Delhi Metro Rail Corporation(DMRC).

The user will have the option to add multiple groups. Each group will have inputs that will be interfaced
with SAP.

DME—E = fa & NODAL_NONSTORE v

@ Dashboard
Jasnbeer BOQ Details

& Variation Parameter

& Boq Group Header

||

Groups

B R

Group Description * Remark =

Account Assignment

Account Assignment Category * Item Category * WES Element/Cost Centre * GL-

| | [Losaries ) J | \
Material Group * Plant * Tracking No * Tax Code *

HSN Code * Delivery Date * Contract No. * IMPS PLANT *

| | O [ o - | |

If a contract would be an IPMS contract, then only 2 fields named Contract No and IPMS Plant will be

shown otherwise, not.

- Contract no field will be auto-filled with the same value at first which was filled while creating a contract but can

be updated if needed.

- In case there will be more than 1 group then Nodal can add/pick different Contract No and IPMS Plant per group
according to the need.

- Both fields were made mandatory.



Group Name Qty Amount Remarks Action

SCHEDULEA N/A N/A REMARK Delete Add Conditions View: Conditians

Once a group is added, it will start showing in the grid below, the user has the option to delete the
group,add/delete conditions to it, or view the existing conditions.

Assign Group

Group *

SCHEDULEA

1. The nodal officer then needs to assign groups to items added in BOQ.

2. The user will first select all the items of a particular group by checking the checkbox, and then click on
ASSIGN GROUPS which have been already added in the group's tab.

3. Once all the items have been assigned, to a group, the user can upload the required documents
and then either approve, send it for verification, or return it to the vendor.

4. Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’
for download or view.

5. Items can only be grouped/bound in a group if the following 3 fields contain the same values.
Those fields are Tax, Type, and Percentage. For example, Tax = 18%, Type=Increase and
Percentage=10. In this case all the items with these values, for example, Tax = 18%, Type=Increase,
and Percentage=10 can only be grouped else not and will have to map by creating a new group.

6. While applying conditions, only 2 types of conditions would be available on the screen to select and
those are
° RAO1-Discount % on Gross | Type- A

° ZPEX- Price escalation (%) | Type-A

Note:
a) ZPEX- Price escalation (%) | Type-A, this condition will only be applied to a group where all the items have the Type

option as Increase and the condition value cannot be more than 99.99

b) RAO01-Discount % on Gross | Type- A, this condition will only be applied to a group where all the items have the Type option
as Decrease and the condition value cannot be more than 99.99

c) Items without having a Type option since the Type field is not mandatory in that case either of the conditions cannot be
applied to the respective group.

d) Items with Type options of Increase and Decrease cannot be grouped together.

e) Only 1 condition can be applied to a group or header at a time.



7. Remarks entered in all previous steps on the request or service line of item level will be available for
reference purposes on clicking ‘View Remarks'.

8. If forwarded to the verification user, they can also make changes to the request and send it back to

thenodal officer as approved/rejected.

9. The nodal officer and verification user can also view remarks on the request and the uploaded files

bythe vendor.

10. Lastly the nodal officer has to perform the BOQ SAP POSTING which will send the information to the
SAP before taking an action of approval.

11. Appropriate notifications of successful approval of BOQ will be sent to the vendor and nodal officer.

Appropriate notifications will be sent as follows:
e Approve: Vendor and executive nodal officer

e Forward for verification: executive nodal officer and verification subordinate

e Reject: Vendor and executive nodal officer

5. BOQ VARIATION EXECUTIVE APPROVAL

Once the vendor successfully creates a BOQ variation request, it will come to the executive nodal

officer for approval.

APPROVAL PROCESS
aeet Wl iz
DMRC =
@ Dashboard
Dashboard
& Variation Parameter
& Bog Group 0
B Reports Signup Request
Progress & Budget
Advance Payment
Info Modification
Existing Contract

Copyright © 2022 Delhi Metro Rail Corporation(DMRC).

6 1
Registration l'- BOQ/PO

&5 B3
12 1

Abstract Bill Non Abstract Bill
S it

0 0

Payment To DMRC E Store Bill Approval
== &=

Existing Contract Work Flow Status ,

All PO variation requests will be shown in ‘BOQ Variation (Vendor)’
On choosing the pending request, the executive nodal officer will have the provision to create new groups
andthen assign new items to the created groups. They can also add conditions to the new/existing group

andheader.

All the fields in the Header and groups will be interfaced through SAP.

D
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The nodal officer can add conditions to the header and view the same by clicking the CONDITIONS ki
against the header line of the item.
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The user will have the option to add multiple groups. Each group will have certain things which will be
interfaced with SAP.



Details

Group Description * Remark =

Account Assignment

Account Assignment Category * |
‘ - ‘ | L8M-LeM

L7MR-L7MR

Item Category *

GL
| [

Material Group * L10M-L10M Tracking No * Tax Code *

[ setet - | | CaM-cam ‘ [ seteet - | [ serer - |
Contract No. * | caM-cim ™| HSN Code * Delivery Date *

‘ bco1 - ‘ | Select - ‘ ‘ Select - | 15-Dec-2023 [}

While adding a new group in the variation, Nodal can pick the relevant Contract No and IPMS Plant according to
the need.

Group Name Qty Amount Remarks Action
scHepuLe A A RevaK pe—

Once a group is added, the user has the option to delete the group, add conditions to it, or view the
existing conditions.

Assign Group

Group

SCHEDULEA

1. The nodal officer then needs to assign groups to items added in BOQ.

2. The user will first select all the items of a particular group by checking the checkbox, and then click on
ASSIGN GROUPS which have been already added in the groups tab.

3. Once all the items have been assigned, to a group, the user can upload the required documents
and teneither approve, send it for verification, forward them to finance or return it back to the
vendor.

4. If forwarded to the verification user, they can also make changes on the request and send it back to
thenodal officer as approved/rejected.

5. The nodal officer and verification user can also view remarks on the request and the uploaded files.

6. Items can only be grouped/bound in a group if the following 3 fields contain the same values.
Those fields are Tax, Type, and Percentage. For example, Tax = 18%, Type=Increase and
Percentage=10. In this case all the items with these values, for example, Tax = 18%, Type=Increase,
and Percentage=10 can only be grouped else not and will have to map by creating a new group.



7. While applying conditions, only 2 types of conditions would be available on the screen to select and
those are

° RAO01-Discount % on Gross | Type- A
o ZPEX- Price escalation (%) | Type-A

Note:
f)  ZPEX- Price escalation (%) | Type-A, this condition will only be applied to a group where all the items have

the Type option as Increase and the condition value cannot be more than 99.99

g) RAO1-Discount % on Gross | Type- A, this condition will only be applied to a group where all the items have the
Type option as Decrease and the condition value cannot be more than 99.99

h) Items without having a Type option since the Type field is not mandatory in that case either of the conditions cannot be
applied to the respective group.

i) Items with Type options of Increase and Decrease cannot be grouped together.

j)  Only 1 condition can be applied to a group or header at a time.

8. The document types that can be uploaded as attachments are .PDF, .JPEG, .PNG, .JPG.

9. DMRC official will add their remarks for this overall request.

10. DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

11. Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS'
for download or view.

12. Remarks entered in all previous steps on the request or service line of item level will be available for
reference purposes on clicking ‘View Remarks’.

13. Appropriate notifications will be sent as follows:

Approve: Vendor and executive nodal officer

Forward for verification: executive nodal officer and verification subordinateReject: Vendor and executive
nodal officer

Forward to finance: Executive nodal officer and finance nodal officer

6. BOQ VARIATION FINANCE APPROVAL

Once the vendor successfully creates a BOQ variation request, first it will go to the nodal officer and on approval, will come to the finance nodal officer for approval.



|
Final Bill

O ITEM 1 10 20 Activity unit 200 A
Abstract Bill
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Payment to DMRC
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Vendor Modification = o

Showing 1 to 4 of 4 entries

Documents
File File *
Remark * Actions *

= 2 O

On choosing the pending request, the finance nodal officer will be able to view the headers, group details as well as item details
All the fields in the Header and groups will be interfaced through SAP.
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Condition

Final Bill Candition Type = Value *
Abstract Bill

NonAbstract Bill

Groups

Payment to DMRC
Items b

The finance nodal officer can see the header details as well as view the condition being applied by clicking the CONDITIONS button
against the header line of the item.
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@ Dashboard .. .
BOQ Variation Details

& Variation Parameter
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Groups

B Reports
B StoreReports

Account Assignment
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Total 0.00 0.00
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The finance nodal officer can see the group's information by clicking the view group details as well as view the condition being applied



by clicking the CONDITIONS button against the header line of the item.
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Documents
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Remark * Actions *

‘ Verify Document. Back to list
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1. The financer user can upload the required documents and then either approve, send it for verification, or return it to the raHofficer.
2. The nodal officer and verification user can also view remarks on the request and the uploaded files.

3. Appropriate notifications will be sent as follows:

Approve: executive and finance nodal officer

Forward for verification: finance nodal officer and verification subordinateReject:

finance nodal officer and executive nodal officer

4. PROVISIONAL PAYMENT EXECUTIVE APPROVAL

This screen will be used by the executive nodal officer to either assign the advance payment requestto his
subordinate or verify himself and send it to the finance nodal officer.

APPROVAL PROCESS
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The new advance payment request will show on the dashboard under Advance Payment.

Advance Payment Request

Contract Details

Progress & Budget:
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1. The advance payment total amount can be altered by the nodal officer by changing the final
percentage ofthe amount.

2. The advance payment request will show in a non-editable format to the executive nodal officer who
will have the option to either return it to the vendor, assign it to a subordinate for verification, or
forward it to finance.

3. If forwarded to the verification user, they can also make changes to the request and send it back to

thenodal officer as approved/rejected.

The nodal officer and verification user can also view remarks on the request and the uploaded files.

The document types that can be uploaded as attachments are .PDF, .JPEG, .PNG, .JPG.

DMRC officials can upload documents.

Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’

for download or view.

8. Remarks entered in all previous steps on the request or service line of item level will be available for
reference purposes on clicking ‘View Remarks’.

9. DMRC official will add their remarks for this overall request.

10. DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

11. Appropriate notifications will be sent as follows:Approve: Vendor and executive nodal officer
Forward for verification: executive nodal officer and verification

subordinateReject: Vendor and executive nodal officer
Forward to finance: Executive nodal officer and finance nodal officer

Nowuk

8. PROVISIONAL PAYMENT FINANCE APPROVAL

This screen will be used by the finance nodal officer to either assign the provisional payment request to his subordinate or verify himselfand
send it back to the executive nodal officer.
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Contract Dashboard ,

Accept/iReject and Revert

h 4

Submitted to SAP

1

Advance Payment

Moreinfo

=

0

Info Modification

Existing Contract

The new provisional payment request will show on the dashboard under Provisional Payment.
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1. The provisional payment total amount can be altered by the nodal officer by changing final percentage of the amount.
2. The provisional payment request will show in a non-editable format to the finance nodal officer who will have the option to either return nodal officer, to the
executive assign to subordinate for verification.
If forwarded to verification user, they can also make changes on the request and send it back to the nodal officer as approved/rejected.
The nodal officer and verification user can also view remarks of the request and the uploaded files.
5. Appropriate notifications will be sent as follows:
Approve: executive and finance nodal officer
Forward for verification: finance nodal officer and verification subordinate
Reject: finance nodal officer and executive nodal officer

s w

9. RABILL (With Abstract) EXECUTIVE APPROVAL

This screen will be used by the executive nodal officer to send either assign the bill payment request to his
subordinate or verify himself and send it to finance nodal officer.

APPROVAL PROCESS
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The new RA bill request will show on the dashboard under Abstract Bill.
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1. The bill amount can be altered by the nodal officer by changing final percentage of the amount., This percentage
will be applied on the overall bill in case of partial payment. This percentage will be applied on all the quantities
selected for user convenience.

2. The official can also add as many deductions as they want by clicking on ‘Add Deduction’ which will deduct the
total amount with the total amount of deductions added.

3. The bill request will show in a non-editable format to the executive nodal officer who will have the option to

either return to the vendor, assign to subordinate for verification or forward tofinance.

The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG,.JPG.

DMRC official can upload documents.

DMRC official will add their remarks for this overall request.

DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’

for download or view.

9. Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks’.

10. If forwarded to verification user, they can also make changes on the request and send it back to the nodal
officer as approved/rejected.

11. The nodal officer and verification user can also view remarks of the request and the uploaded files.

12. Appropriate notifications will be sent as follows:

Approve: Vendor and executive nodal officer

Forward for verification: executive nodal officer and verification subordinate
Reject: Vendor and executive nodal officer

Forward to finance: Executive nodal officer and finance nodal officer

© No u s




10. RA BILL (With Abstract) FINANCE APPROVAL

This screen will be used by the finance nodal officer to send either assign the bill payment request to his subordinate or verify himself and send it to executive nodal officer.
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The new RA bill request will show on the dashboard under Abstract Bill.
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1. The bill request will show in a non-editable format to the finance nodal officer who will have the option to either return to the executive nodal officer, or assign toa
subordinate for verification.
2. The nodal officer and verification user can also view remarks of the request and the uploaded files.
3. Appropriate notifications will be sent as follows:
Approve: executive and finance nodal officer
Forward for verification: finance nodal officer and verification subordinate
Reject: finance nodal officer and executive nodal officer

11. RA BILL (Without Abstract) EXECUTIVE APPROVAL

This screen will be used by the executive nodal officer to send either assign the bill payment request to his subordinate or verify himself and send it to finance nodal
officer.

APPROVAL PROCESS
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The new RA bill request will show on the dashboard under Abstract Bill.
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1. The official can also add as many deductions as they want by clicking on ‘Add Deduction’ which will deduct the

total amount with the total amount of deductions added

The bill request will show in a non-editable format to the executive nodal officer who will have the option

toeither return it to the vendor, assign it to a subordinate for verification or forward tofinance.

The document types that can be uploaded as attachments are .PDF, .JPEG, .PNG,.JPG.

DMRC officials can upload documents.

DMRC official will add their remarks for this overall request.

DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’

for download or view.

8. Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks’.

9. |If forwarded to the verification user, they can also make changes on the request and send it back to the
nodalofficer as approved/rejected.

10. The nodal officer and verification user can also view remarks on the request and the uploaded files.
11. Appropriate notifications will be sent as follows:

Approve: Vendor and executive nodal officer

Forward for verification: executive nodal officer and verification subordinate

Reject: Vendor and executive nodal officer

Forward to finance: Executive nodal officer and finance nodal officer

N

Noupspw

12. RABILL (Without Abstract) FINANCE APPROVAL
This screen will be used by the finance nodal officer to send either assign the bill payment request to his subordinate or verify himself and send it to executive nodal officer.

APPROVAL PROCESS
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The new RA bill request will show on the dashboard under Abstract Bill.

B Reports
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1. The bill request will show in a non-editable format to the finance nodal officer who will have the option to either return to the executive nodal officer, assign to
subordinate for verification.
2. The nodal officer and verification user can also view remarks of the request and the uploaded files.
3. Appropriate notifications will be sent as follows:
Approve: executive and finance nodal officer
Forward for verification: finance nodal officer and verification subordinate
Reject: finance nodal officer and executive nodal officer

13. FINAL BILL EXECUTIVE APPROVAL

APPROVAL PROCESS

This screen will be used by the executive nodal officer to send either assign the bill payment request to his
subordinate or verify himself and send it to finance nodal officer.
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The new final bill request will show on the dashboard under Final Bill.



Total App. Bill Qty e Total App. Bill Amt

TEM 10 10000 105 1050000 10000 105 1050000 10000 105

TEM2 2000 2 500 2000 2 500 2000

TEM3 3,000 35 1050 3,000 35 1050 3000 35

ITEMS 5000 55 2750 5000 55 2750 5000 55

Final Bill

TEMs 6,000 65 3,500 6,000 65 3500
Abstract Bill

TEM7 7.000 75 52500 7000 75 52500 7.000 75
NonAbstract Bill

meme 8,000 85 68,000 8,000 85 68000 8000 s

TEMS 2000 95 855000 9.000 95 855000 5,000 95 Activity unit 855000

ITEM4 4000 45 1800 4,000 45 1800 4,000 45 Act 1,800 m

Showing 1to 10 of 10 entries

Deductions

Documents

1. This request will be generated by vendor to generate a final bill of all the unbilled quantities and
services.
2. Allthe total deductions on this contract and net payable amount will also be shown.
3. Otherinputs on the bill level will be used for posting service entry sheet into SAP.
4. Further any more deductions can also be added on the final bill which will be deducted from total
amount payable.
5. The bill request will show in a non-editable format to the executive nodal officer who will have the option to either return to the vendor,
assign to subordinate for verification or forward to finance.
6. The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG,.JPG.
7. DMRC official can upload documents.
8. Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’
for download or view.
9. Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks'.
10. DMRC official will add their remarks for this overall request.
11. DMRC official can preview their request before submitting by clicking ‘PREVIEW’.
12. Appropriate notifications will be sent as follows:
Approve: Vendor and executive nodal officer
Forward for verification: executive nodal officer and verification subordinate
Reject: Vendor and executive nodal officer
Forward to finance: Executive nodal officer and finance nodal officer

13. FINAL BILL FINANCE APPROVAL

This screen will be used by the executive nodal officer to send either assign the bill payment request to his subordinate or verify
himself and send it to finance nodal officer.
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0
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1
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=
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v
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E Officer
o
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B
S o
E [ak]
Z o
=
=
m
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a Reject/return.
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=
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The new final bill request will show on the dashboard under Final Bill.



1]

[

3
H

ServiceDetails T e Gty e Total App. Bill Qty ! Total App. Bill Amt o
Final Bill
ITEM & 6,000 85 3500 8,000 85 3500 6,000 &5 Activity unit 3500 m
AbstractBill
TEMT 7.000 75 52500 7.000 75 52500 7.000 75 Activity unit 52500 m
NonAbstract Bill
_ ITEMSB 2000 85 48,000 8000 85 48,000 8,000 a5 Activity unit 68,000 m
Payment to DMRC
- ” ITEM S 9.000 95 855000 9.000 95 8355000 9.000 95 Activity 835,000 m
‘Vendor Modification = = . = = R =

Showing 1to 10 of 10 entries

Deductions

Description Amount Action

Tatal Deduction Provisional/Advanced Final Bill
000 [ 2035650.00
temText Place of Supply * Business Placa * GRN/SERVICE Header Text *

Invaice Header Text *

Documents

Document 333

i m

1. The bill request will show in a non-editable format to the executive nodal officer who will have the option to either return to the vendor, assign to subordinate for
verification or forward to finance.
2. The nodal officer and verification user can also view remarks of the request and the uploaded files.
3. Appropriate notifications will be sent as follows:
Approve: executive and finance nodal officer
Forward for verification: finance nodal officer and verification subordinate
Reject: finance nodal officer and executive nodal officer

16. Add New Contract Executive Approval

This screen will be used by the executive nodal officer to send either assign the onboarding request to his
subordinate or verify himself and send it to finance nodal officer.

APPROVAL PROCESS

Vendor approval will follow this flow.
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DMRC = o av

@ Dashboard Dashboard
B Reports

Vendor Contract 39 +. 104 9 13

) Signup Request ) Registration + BOQ/PO BOQ Variation (Vendor)
=3 o =3
Pro Payment 36

Final Bill Advance Payment Abstract Bill E Non Abstract Bill E Final Bill a

pbstract ol &3 &= == ==
24

NonAbstract Bill
Info Modification Payment To DMRC E BOQ Variation (DMRC) 1 Store Bill Approval 1

Vendor Modification

BOQ Variation

i

Store Bill

N\,

SAP
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All the pending registration requests will be shown in the dashboard.

et 421 o
DMRC = L &
@ Dashboard Vend Regi . R E o
‘endor Registration Request/Executive
B Reports
Vendor Contract LOA/PO/LEASE 1. | Name Contract Type Contract Descrption Email Action
BOQ 88776655 TEST APPLICATION Non Store TESTCONTRACT KVAZAMITYSOFTWARE.COM

BOQ Variation Showing 1 to 1 of 1 entries

Final Bill
Abstract Bill

NonAbstract Bill

Payment to DMRC

Vendor Modification




A grid of all the registration requests will be shown for the nodal officer to proceed from.

DM ll(‘CI = Ll & NODALNONSTOREA v

@ Dashboard . .
Vendor Registration Approval

& Variation Parameter

& Boq Group

B Reports

B StoreReports

Contract Details

Contract Type-Non Store

LOA /PO Number -HP/08/12

TE

Multi Currency -No
Multi Party -No
Multi State -No

Vendor Information
Title

Mr

Region *

Uttar Pradesh

Telephone

263401352634

Bank Details

[ Foreign Vendor (Yes/No)

Bank Name

ICICI

Branch

JMT12FF

[[] Registered Under GST ACT

Total Contract Value

10000.00

Action *

Purchase Organization

Firm Name *

HG

Postal Code *

201007

Mobile *

7416944489

Beneficiary Account Name

RAILTED CORPORATION OF INDIA

Bank Address with State PIN

IN-UTTAR PRADESH

Bank Country

India

‘GST Registration Number

Bank Guarantee Value

100.00

Remarks *

City *
MOHAN NAGAR, GHAZIABAD

Phone Fax

7619416874

Beneficiary Account Number

77552236985222

Region

Dadar And Nagar Have

Beneficiary Account Type

Saving Account

O wmsmE

Insurance Amount

0.00

Country *

India

Street House No. *

PLOT2 NO. F-27,SEC. A-7, PART-2, TRANS D!

E-Mail

YXV@AMITYSOFTWARE.COM

IFSC Code
SBINO00012
City
MOHAN NAGAR, GHAZIABAD

PAN Number

BWIPG1238A

MSME Number

Show Remark

SUBMIT PREVIEW VERIFY DOCUMENT

Copyright © 2024 Delhi Metro Rail Corporation(DMRC).

1. Onchoosing one request, the registration form will be open in a non editable format.

The nodal officer can also upload documents if required.

3. The executive nodal officer has to choose the purchase organization, and then either send it for
verification to subordinate or forward it to finance nodal officer directly.

4. The subordinate will have an option to either approve/reject the request and send it back to the nodal
officer or send It further for verification to another subordinate.

5. The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.

6. DMRC official can upload documents.

7. Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’
for download or view.

8. Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks'.

9. DMRC official will add their remarks for this overall request.

10. DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

N



17. Add New Contract Finance Approval

This screen will be used by the finance nodal officer to either assign the onboarding request to his subordinate or verify himself and send it to the finance nodal
officer.

Vendor Requast

Executive Nodal Forward io finance depariment
E Officer < Approval
m
z
h i
‘E‘_J v
L] : .
i Finance Nodal Submitted to SAP
= Officer
=
o
= =
a a
. - . . = a
Assign for verification & o
OR - =
Rejectireturn. = =
e 2k}
E_-" Assign for verification %
o OR =
= Reject/return. =
@ @
2 T
= z
j=1
k]
L]
x
E
> Subordinate 1
o =
E 2
= 2 »  Subordinate 1
g =
o 3
T h 4 o
@ T
= ) o
= Subordinate M =]
= h 4
L&)
= -
= Subordinate 2

Vendor approval will follow this flow.

<D

el 221 TYe—
@DMRC = a

@ Dashboard Dashboard
B Reports
Vendor SignUp 0 4L . 1 + 0 0
e G Signup Request o Registration BOQ/PO BOQ Variation (Vendor)
BOQ
BOQ Variation 0 0 0 0
Pro Payment Provisional Payment E Abstract Bill E Non Abstract Bill Final Bill a
Final Bill = =3 =3 =3
Abstract Bill
NonAbstract Bl 0 » 0 0
Info Modification R Payment To DMRC BOQ Variation (DMRC)
Payme MRC
=3 =3

Vendor Modification

All the pending registration requests will be shown in the dashboard.



Rt a1

DMRC

@ Dashboard

B Reports

Vendor SignUp

Vendor Contract

BOQ

BOQ Variation

Payment

Final Bill

Payment to DMRC

Vendor Modification

Vendor Registration Request/Executive

Show 10 rows

A/PO/LEASE Name

88776655 TEST APPLICATION

Showing 1to 1 of 1 entries

Contract Type

Non Store

C

act Descrption

TEST CONTRACT

A grid of all the registration requests will be shown for the nodal officer to proceed from.

faeeh A5Y

Store R

Vendor Registration Approval

Contract Details

Contract Type- Non Store

LOA /PO Number - OTTH JUNE 2024
O1TH JUNE 2024

Multi Currency - No

Multi Party - No

Multi State - No

Vendor Information
Title

[

Region

DELHI

Telephone

Bank Details

[ Foreign Vendor (ves/No)
Bank Name
HDFC

Branch

BRANTTT

[ Registered Under GST ACT

Total Contract Value

F0000000.00

Account Details

SAP Vendor Code

[Lsetec
Recon Account *

Payment Terms

Order Currency

GR Based Invoice Verification

Withholding TAX

Witholding Tax Type

Documents
Other Dacuments

Choose file

Other Dacument Name

Action

Purehase Organization

Copyright © 2024 Delhi Metro Rail Corporation(DMRC).

Firm Name

O1THIUNE

Postal Code

110011

Mobile

9643546153

Benefciary Account Name

DEE

Bank Address with State PIN

111111
Bank Country
India

GST Registration Number

Bank Guarantee Value

0.00

Search Term
Chk Cashing Time *

Inco Terms

Service Based Involce Verificati

Rec Type

[ wrtax Liable tR +

Click here to compress your documents

Remarks

O1THIUNE

City

DELHI

Phone Fax

Beneficiary Account Number

00192320001041

Reglon

DELHI

Beneficiary Account Type

Saving Account

[ msmE

Insurance Amount

0.00

Sort Key *

a 8
Search: 3
Email Action
KVAZAMITYSOFTWARE.COM
fa¥ & FINANCE_ NODAL ¥

Country

India

Strest Hol

1111

E-Mall

DKP@AMITYSOFTWARE.COM

IFSC Code

HDFC0000019

City

DELHI

PAN Number

AAACEZ104N

MSME Number

Cash Management Group

House Bank *

Payment Methad ‘ select House Bar - ‘

Schema Group

GST Type

W/ Tax ID

Account Group *

Vendor Type *




10.

When choosing one request, the registration form will be opened in a non-editable format.

The nodal officer can also upload documents if required.

Apart from the vendor details, the finance user will also have to input the SAP-related fields like account details and withholding tax and perform
the SAP VENDOR POSTING first by clicking on the given button named SAP VENDOR POSTING.

All the account and withholding tax details will be interfaced from SAP.

The executive nodal officer must choose the purchase organization, verify the documents by clicking VERIFY, and then either send it for
verification to a subordinate or forward it directly to the finance nodal officer.

Notifications will be sent to the nodal officer and the user to whom the request has been forwarded.

The subordinate can either approve/reject the request or send it back to the nodal officer or send It further for verification to another
subordinate.

The nodal officer and verification user can also view remarks on the request and the uploaded files.

If the finance user selects an existing vendor code from the drop-down menu in SAP Vendor Code, then SAP VENDOR POSTING won't

be necessary. Instead, the combination of GST No., PAN No., Account No., IFSC Code, and Purchase org should match the

information for the vendor entered with the existing vendor code selected by the finance user.

Appropriate notifications will be sent as follows:

Approve: Vendor and executive nodal officer

Forward for verification: executive nodal officer and verification subordinateReject: Vendor and executive nodal officer

Forward to finance: Executive nodal officer and finance nodal officer



18. Vendor Modification Executive Approval

Once a request for vendor modification has been submitted by the vendor, their nodal officer will receive
the request on their dashboard under ‘Info Modification’ card.

et A1 Jal IRCASING
RC4SINGH v

DMRC = -

@ Dashboard

Dashboard

Reports

Vendor Contract 39 + . 104 + 9 13
- Signup Request - Registration BOQ/PO BOQ Variation (Vendor)
=3 o [ |
BOQ Variation
Pro Payment 36 18 9 2
Final Bill Advance Payment Abstract Bill E Non Abstract Bill @ Final Bill a

1 Store Bill Approval

Abstract Bill

NonAbstract Bill

24

Info Modification

20

Payment To DMRC

94

BOQ Variation (DMRC)

Store Bill

1

=
V4 =

Payment to DMRC

Vendor Modification

SAP
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All the pending requests for Vendor Modification will be shown in the grid on which the DMRC official can
take action on.

Vendor Approval Request/Executive

Search:

Sr. Contract - 5 ;.

No 1 LOA/PO/LEASE Name e Contract Descrption Email Action

1 LAX001 [S‘;\T_:OMOPRNA Non Store LAXMIPRIYA SAHOO LPS@AMITYSOFTWARE.COM
2 0OM100067 OM PRAKASH Non Store OM PRAKASH OM.PRAKASH621@GMAIL.COM m
3 NEWFRIDAYTEST NAITIK GUPTA Non Store CONTRACT DETAILS FOR DMRC AXG@AMITYSOFTWARE.COM
4 DMRCTESTO1 RACHIT Non Store CONTRACT DETAILS FOR DMRC AXG@AMITYSOFTWARE.COM
5 TESTWEDO2 MANNU SINGH Non Store CONTRACT DETAILS FOR DMRC AXG@AMITYSOFTWARE.COM m
6 SANJAY RANGIT Non Store SANJAY ONE DMRC@AMITYSOFTWARE.COM
7 THURSDAY TEST 01 ARJUN GUPTA Non Store CONTRACT DETAILS FOR DMRC SXR@AMITYSOFTWARE.COM
8 WEDNESDAY TEST AKASH Non Store TESTING AXG@AMITYSOFTWARE.COM
9 TESTMONDAY 01 AKASH Non Store CONTRACT DETAILS FOR DMRC AXG@AMITYSOFTWARE.COM
10 0OM100035 OM PRAKASH Non Store OM PRAKASH OM.PRAKASH621@GMAIL.COM

Showing 1 to 10 of 25 entries

First 2

w

,_
o
7}
&

On selecting a particular request, all the details entered by the vendor will be available on clicking view
along with the vendor contracts selected on which these changes need to be effected.
On clicking show remark, all the remarks history will be shown for that particular request by each

DMRC official.

The nodal officer will have the option to either assign to a subordinate, approve and forward to
finance,or send the request back to the vendor if any discrepancy is found in the data/attachments

submitted.

The document types that can be uploaded as attachments are .PDF, .JPEG, .PNG, .JPG.



DMRC officials can upload documents if required.
Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’

for download or view.

Remarks entered in all previous steps on the request or service line of item level will be available for

reference purposes on clicking ‘View Remarks’.

DMRC official will add their remarks for this overall request.
DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

Rt 43

DMRC

@ Dashboard
& Variation Parameter
& BoqgGroup

B Reports

B Store Reports

Contract Details

Vendor Modification Approval/Executive

LOA /PO Number - IPMS NEW 07/12/23/02

Contract Number -

Contract Description -CONT IPMS NEW 07/12/23/02

Vendor Information
Title

Mr

Region

Dadar And Nagar Have

Telephone

5555548795

Bank Details

(] Foreign Vendor (Yes/No)

Bank Name

HDFC

Branch

RAMESH NAGAR BRANCH

Beneficiary Account Number

00192320005057

Total Contract Value

100000000.00

Existing Contract

IPMS NEW 07/12/23/02

0000410496

Documents
Other Documents
Choose file

Other Document Name

Purchase Organization *

‘ Project Purchase Org

Action *

Copyright © 2024 Delhi Metro Rail Corporation(DMRC).

Firm Name

BHADRA

Postal Code

234001

Mobile

7416944489

Registered Under GST ACT

Bank Address with State PIN

234001

Bank County
India

IFSC Code
HDFC0000019

Bank Guarantee Value

0.00

Remarks *

Name2

City
KKD

Phone Fax

89799999999

GST Registration Number

26AAACES057H1ZU

Region

Uttar Pradesh

Beneficiary Account Type

Saving Account

O mMsmE

Insurance Amount

0.00

Click here to compress your documents

SUBMIT PREVIEW

Country

India

Stree House No

123

Email

YXV@AMITYSOFTWARE.COM

PAN Number

AAACES057N
City

GHAZIABAD

Beneficiary Account Name

BHADRA

MSME Number

Show Remark

Q

= NODAL_NONSTORE A v



19. Vendor Modification Finance Approval

Once a request for vendor modification has been submitted by the vendor, their finance officer will receive
the request on their dashboard under ‘Info Modification’ card once it get approved by the nodal officer.

Dl\.’/lll(‘CI = £\ & FINANCENODAL ¥

@ Dashboard

Dashboard

& Variation Parameter

15 16

Advance Payment Abstract Bill

& Bogq Group 82 7
Registration + BOQ Variation (Vendor)

B Reports

|
B

B Store Reports

Non Abstract Bill E Final Bill Info Modification Info Modification(Stock)

Payment To DMRC E Contract Dashboard MIS

O
N\,
N,

0 ®
+-

Existing Contract

N,
N,

1

¢ 1
Existing Contract Work Flow , Bill Count(Stock) Bill Count(Non-Stock)

Status

Jo
-
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All the pending requests for Vendor Modification will be shown in the grid on which the DMRC official can
take action.

reelt Al
= £l & FINANCE.NODAL v

@ Dashboard .
Vendor Approval Request/Executive

& Variation Parameter

B Reports ) ) ) . . . .
SrNo 1 LOA/PO/LEASE Name Contract Type Contract Descrption Email SAP Posting Status Action
1 iew

B Store Reports PR7 03/7/02 BHADRA Non Store PR703/7/02 YXV@AMITYSOFTWARE.COM
2 PRO 3/7/01 BHADRA Non Store PR703/7/02 YXV@AMITYSOFTWARE.COM
3 JULY 6THTWO MANISH Non Store CONTRACT ON JULY 6TH TWO YXV@AMITYSOFTWARE.COM
4 OM/11/MAY/2022/01 MANIKANTA Non Store OM/11/MAY/2022/01 OPX@AMITYSOFTWARE.COM

Showing 1 to 4 of 4 entries

Copyright © 2024 Delhi Metro Rail Corporation{DMRC).




el Hel

DMRC
@ Dashboard
& Variation Parameter
& BogGroup

B Reports

B Store Reports

Vendor Modification Approval/Finance

Contract Details

LOA /PO Number -15TH JUNE 2024-4

15TH JUNE 2024-4

Vendor Information
Title

Messrs
Region
Uttar Pradesh

Postal Code

121211

Mobile

9643546153

Bank Details

[ Foreign Vendor (Yes/No)
Bank Name

SBI
City

AIR FORCE

Beneficiary Account Number

00192320001041

Account Details
Recon Account

Sundry Creditors- Construction
Payment Terms

Pay immediately w/o deduction
Order Currency

Indian Rupee

GR Based Invoice Verification

Withholding TAX

Witholding Tax Type

Firm Name

DEEPAK

City

NODIA

Phone Fax

([ Registered Under GST ACT

Bank Address with State PIN

201012

Branch

HINDON

IFSC Code

HDFC9876543

Search Term
Chk Cashing Time
1

Inco Terms

Service Based Invoice Verification

Rec Type

[ wrtax Liable

Existing Contract

15TH JUNE 2024-4
420045
15TH JUNE 2024-4

Documents
Other Documents

Choose file

Other Document Name

Purchase Organization

Project Purchase Org

Action *

Copyright © 2024 Delhi Metro Rail Corporation(DMRC).

or
BMIT PREVIEW

Remarks

SAP Posf

Stree House No

8800

Email

DKP@AMITYSOFTWARE.COM

GST Registration Number

Bank County

India

Beneficiary Account Type

Saving Account

O msme

Sort Key

Postingdate

Payment Method

NEFT - Fund Transfer

Schema Group
DMRC Local Vendor

GST Type

W/ Tax ID

Click here to compress your documents

Upload

Qa

Country

India

Telephone

PAN Number

ZZ7CE3104N

Region

Uttar Pradesh

Beneficiary Account Name

DEE

MSME Number

Cash Management Group

Domestic

House Bank

ICICI Bank Mumbai Project A/c - 0!

Account Group

DMRC - Servi

Vendor Type

0001-DOM PSU

FINANCE_NODAL ¥



On selecting a particular request, all the details entered by the vendor will be available on clicking view
along with the vendor contracts selected on which these changes need to be effected.

The finance officer will have the option to approve but before that, SAP POSTING has to be

performed by clicking on the SAP POSTING button.

If the Vendor updates their GST, PAN, or firm name, the system will generate a new vendor code. The nodal officer will then have the option to select either
the old or new vendor for the bill processing from that vendor.

DMRC officials can upload documents if required.

Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’
for download or view.

DMRC official will add their remarks for this overall request.

DMRC official can preview their request before submitting by clicking ‘PREVIEW’.



2. Store

VPP Works Module User Manual for DMRC

1. SIGNUP APPROVAL NODAL OFFICER

This option will be used by the executive nodal officer to approve the sign up requests generated by the

vendors.

DMRC

@ Dashboard

Dashboard

B Reports

Vendor Contract

BOQ

BOQ Variation

39

Signup Request

®
e

Pro Payment

Final Bill

Abstract Bill

NonAbstract Bill

Store Bill

Payment to DMRC

Vendor Modification

SAP

Once the Nodal officer will sign in to the portal, the pending Signup request will show.

faet 71
DMRC =

@ Dashboard
B Reports

Vendor SignUp

Sr.No

Vendor Contract

BOQ h

BOQ Variation

Pro Payment

Final Bill

Abstract Bill

NonAbstract Bill

Payment to DMRC

Vendor Modification

36

Advance Payment

24

Info Modification

Pending Request

88776655

Showing 1 to 1 of 1 entries

1. | LOA/PO/LEASE

=
4

104

Registration

18
Abstract Bill

- =
Payment To DMRC

5
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Type Description

Non Store

TEST CONTRACT

9

BOQ/PO

9

Non Abstract Bill

94

BOQ Variation (DMRC)

E-Mail

&
i

i 4

KVA@AMITYSOFTWARE.COM

All the pending request will show in the grid for the nodal officer to take action on.

DMRC4 SINGH v

13
BOQ Variation (Vendor)

Final Bill a

Store Bill Approval 1

Search:

Action
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el |1l
DMRC = -

@ Dashboard

Signup Approval

B Reports

Vendor SignUp Vendor Signup

Vendor Contract Contract Type Number Contract Description

Non Store 88776655 TEST CONTRACT
BOQ
BOQ Variation
Mobile Number E-Mail Nodal Officer
krobayment +919971417985 KVA@AMITYSOFTWARE.COM amity_nodal [ Muti Party Mo curency

Final Bill Rematie®
Abstract Bill

NonAbstract Bill

Vendor Modification

1. Once the nodal officer selects a request for approval, all the details filled by the user will show in non
editable format.
The nodal officer has the option to either approve or reject the request/transfer to subordinate. _
Nodal officer also has the option to view the documents uploaded by the vendor.
If the nodal officer accepts the request, vendor will receive a notification along with their login
credentials to proceed further in the portal.
5. Once astore signup request is approved, the portal will automatically interface SAP and fetch the vendor and PO details from SAP
into the portal and mark it as approved. No approval process is required in case of onboarding or PO. The vendor can proceed for bill process directly.

HwnN

2. PROVISONAL PAYMENT EXECUTIVE APPROVAL

This screen will be used by the executive nodal officer to send either assign the advance payment request
to his subordinate or verify himself and send it to finance nodal officer.

APPROVAL PROCESS




Vendor Reguest
Executive Nadal Forward io finance depariment
E Officer <+ Approval
m
<
¥
u‘i h 4
a : .
i Finance Nodal Submitted to SAP
= Officer
=
o
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] 2
. - . . = a
Assign for verification & o
OR - =
Reject/return. = @
e 2k}
E_-" Assign for verification %
o CR =
=1 Reject/return. =
@ @
a T
= z
E=1
L1k}
L)
L]
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=
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I o Subordinate 1
> =
E 2
= 2 »  Subordinate 1
=
) =
E m
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@ T
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= E v
L]
= -
= Subordinate 2
et A1 = S
DMRC = A & DMRCssNGH

@ Dashboard Dashboard
Reports

Vendor Contract 39 +. 104 9 13
o Signup Request - Registration + BOQ/PO BOQ Variation (Vendor)
== et =3

BOQ Variation

Abstractil == [ i | =3 =3

NonAbstract Bill

24

Info Modification Payment To DMRC E BOQ Variation (DMRC) 1 Store Bill Approval 1

Vendor Modification

Store Bill

Pro Payment 36 18 9 2
Final Bill Advance Payment E Abstract Bill E Non Abstract Bill @ Final Bill a
)‘

SAP
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The new advance payment request will show on the dashboard under Provisional Payment.




et ¥

DMRC

]l
D
@

<

@ Dashboard

B Reports Contract Details

LOA/PO Number - 88776655
Description - TEST CONTRACT
Vendor Contract Currency - Indian Rupee

Vendor SignUp

BOQ

BOQ Variation
Service Details Qty Unit Rate Unit Amount Approved Qty Approved Amount Remarks Action

Pro Payment

MOBILISATION 1 100000 Activity unit 100000 1 100000 [—

Final Bill
Abstract Bill Documents

PAN CARD
NonAbstract Bill
Payment to DMRC

Remark
Vendor Modification

=== [ ver |

Final % Final Amount

100 100000
Action
==

1. The advance payment total amount can be altered by the nodal officer by changing final percentage of
the amount.

2. The advance payment request will show in a non editable format to the executive nodal officer who
will have the option to either return to the vendor, assign to subordinate for verification or forward to
finance.

3. If forwarded to verification user, they can also make changes on the request and send it back to the

nodal officer as approved/rejected.

The nodal officer and verification user can also view remarks of the request and the uploaded files.

The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.

DMRC official can upload documents.

Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’

for download or view.

8. Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks’'.

9. DMRC official will add their remarks for this overall request.

10. DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

11. Appropriate notifications will be sent as follows:

Approve: Vendor and executive nodal officer

Forward for verification: executive nodal officer and verification subordinate
Reject: Vendor and executive nodal officer

Forward to finance: Executive nodal officer and finance nodal officer

Nowue

3. PROVISONAL PAYMENT FINANCE APPROVAL

This screen will be used by the finance nodal officer to send either assign the provisional payment request to his subordinate or verify himself and send it back to
executive nodal officer.
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@ Dashboard Dashboard
B Reports

Vendor 0 + @ 0 + 0 0
Signup Request - Registration BOQ/PO BOQ Variation (Vendor)

Vendor Contract
=3 = 3

BOQ

BOQ Variation 1

Pro Payment Provisional Payment E Abstract Bill @ Non Abstract Bill E Final Bill a

Final il =3 =3 =a ==3

Abstract Bill

NonAbstract Bill 0 0 0
Info Modification 2 Payment To DMRC BOQ Variation (DMRC)
Payment to DMRC m m

Vendor Modification

The new provisional payment request will show on the dashboard under Provisional Payment.



DMRC

@ Dashboard

B Reports

Vendor SignUp

Vendor Contract

Contract Details
LOA/PO Number - 88776655
Description - TEST CONTRACT

Currency - Indian Rupee

BOQ
BOQ Variation
Service Details Unit Rate Amount Approved Qty
Pro Payment
roFaymen MORILISATION 1 100000 Activity unit 100000
Final Bl
Abstract Bil Documents
PAN CARD
NonAbstract Bill
Choosefile
Payment to DMRC
Remark
‘Vendor Medification
Show Remark Verify
Final % Final Amount
100 100000
Action

Approved Amount Remarks Action

100000 View Remark

1. The provisional payment total amount can be altered by the nodal officer by changing final percentage of the amount.
2. The provisional payment request will show in a non-editable format to the finance nodal officer who will have the option to either return to the
executive nodal officer, assign to subordinate for verification.

3. If forwarded to verification user, they can also make changes on the request and send it back to the nodal officer as approved/rejected.
4. The nodal officer and verification user can also view remarks of the request and the uploaded files.

Appropriate notifications will be sent as follows:
Approve: executive and finance nodal officer

Forward for verification: finance nodal officer and verification subordinate
Reject: finance nodal officer and executive nodal officer

4. STOREBILL EXECUTIVE APPROVAL

This screen will be used by the executive nodal officer to send either assign the bill payment request to his

subordinate or verify himself and send it to finance nodal officer.

APPROVAL PROCESS
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B Reports
Vendor Contract 39 +. 104 9 13
Signup Request - Registration + BOQ/PO BOQ Variation (Vendor)
BO
. =3
BOQ Variation
Pro Payment 36 18 9 2
Final Bill Advance Payment E Abstract Bill E Non Abstract Bill @ Final Bill a
e =3 == == E=)
NonAbstract Bill
Store Bill 24 ’ 20 94 2
Info Modification N Payment To DMRC BOQ Variation (DMRC) Store Bill Approval
Vendor Modification

SAP
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The new store bill request will show on the dashboard under Store Bill.

9 My

el 1
@DM RC = o

@ Dashboard Currency - Indian Rupee

B Reports
Search:  fearchhere

Show 1p%  entries

vendor Contract

BOQ Requested Remaining e - = Approve Lo
4 4 2 Assign Qty Approve Qty Remarks
Qty qty AL PR S Amt
2
Sling for strap hangerof -
ProPayment SRBE Foaild s 16100 Number  5050C 200 200 R R [ [ View Remark
o
Final Bill
q
Slingforstrap h. 1 >
Bill D:ict'mr:v S0asee 10 10200 Number ~ 1020.00 300 300 e e o o
°
NenAbstract Bill
Store Bill Showing 1to 2 of 2 entries Previous Next
Item Text * Place of Supply * Business Place * GRN/SERVICE Header Text *
Paym
Invoice Header Text *
Documents
Other Docurments
Choosafile Upload
Remark * Actions >
rr——

1. The purchas :/nodal officer will have an option to assign different quantities for an item to different users for
suitability.

2. Once a certain quantity is assigned to a certain user, their login will show a request regarding the same and an
option to reject or approve.

3. That quantity will show in ‘ASSIGNED’ link for that particular item. Item is sent for suitability to the user
department. After receipt of suitability from the user, the GR will automatically on executive nodal approval and
transferred to SAP.

4. Once the assigned quantity is approved from suitability officer to whom it was assigned, this will show in the
‘Approved’ link for thatitem.

5. Once a quantity has been assigned, another request can be generated for the remaining quantity.

All the other inputs like Header text, Place of supply, Business place etc will be used for GRN.

7. Once this request will be sent to finance, GRN and invoice parking will be done in SAP automatically for the
approved items and respective quantities.

o

8. If forwarded to verification user, they can also make changes on the request and send it back to the nodal officer as approved/rejected.
9. The nodal officer and verification user can also view remarks of the request and the uploaded files.



10. Appropriate notifications will be sent as follows:
Approve: Vendor and executive nodal officer
Forward for verification: executive nodal officer and verification subordinate
Reject: Vendor and executive nodal officer
Forward to finance: Executive nodal officer and finance nodal officer

5. STORE BILL FINANCE APPROVAL

This screen will be used by the finance nodal officer to send either assign the bill payment request to his subordinate or verify himself and send it to executive nodal officer.

Viendor Request

Executive Nodal Forward to finance department
Officer

A

Approval

v h 4

Finance Modal Submitted to SAP

Officer

RejectiReturn

RejectiReturn

Assign for verification
OR
Rejectireturn.

Assign for verification
OR
Rejectiraturn.

AcceptiReject and Revert

Accept/Reject and Revert

Y

Subordinate 1

Subordinate 1

Y

¥

Accept/Reject and Revert

Subordinate M

A 4

Accept/Reject and Revert

Subordinate 2
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@ Dashboard Dashboard
B Reports
Vendor SignUp 0 . 0 0 0
Signup Request +. Registration + BOQ/PO BOQ Variation (Vendor)

BOQ

BOQ Variation 1 1 0 0
Pro Payment Provisional Payment E Abstract Bill E Non Abstract Bill Final Bill a
Final Bill m m m m

Abstract Bill

NonAbstract Bill o ’ 0 o
Info Modification R Payment To DMRC BOQ Variation (DMRC)

Payment to DMRC &= =3

Vendor Modification

The new RA bill request will show on the dashboard under Abstract Bill.

B Reports
Service Details Quantity Unit Rate Amount Reqested Qty  Approve%  Approve Qty.  Approve Amt. Remarks
Vendor SignUp
ITEM1 20 2000 Activityu 20000 2000 2000 20000
Vendor Contract
ITEMZ 30 30.00 Activityu £00.00 15.00 50.00 15.00 300.00
BOQ
»
BOQ Variation
Deductions
Pro Payment
Description Amount Action
Final Bill
.
Abstract Bill
O —— Total Bill Percentage * Total Bill = Total Deduction * Final Amount *
100.00 50000 0.00 500.00
Payment to DMRC
Item Text * Place of Supply * Business Place * GRIN/SERVICE Header Text

Vendor Modification

Invoice Header Text *

Documents
Abstract bill2 Abstract bill3

Choose fe [ upioaa [N
Remark Actions *

I e O

1. The bill request will show in a non-editable format to the finance nodal officer who will have the option to either return to the executive nodal officer, assign to
subordinate for verification.
2. The nodal officer and verification user can also view remarks of the request and the uploaded files.
3. Appropriate notifications will be sent as follows:
Approve: executive and finance nodal officer
Forward for verification: finance nodal officer and verification subordinate
Reject: finance nodal officer and executive nodal officer



6. Add New Contract Executive Approval

This screen will be used by the executive nodal officer to send either assign the onboarding request to his
subordinate or verify himself and send it to finance nodal officer.

APPROVAL PROCESS

wendor Request
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Vendor approval will follow this flow.
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9

Non Abstract Bill
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BOQ Variation (DMRC)

All the pending registration requests will be shown in the dashboard.
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@ Dashboard

<D

Vendor Registration Request/Executive
B Reports

Vendor Contract LOA/PO/LEASE 11| Name Contract Type Contract Descrption Email Action
BOQ 88776655 TEST APPLICATION Non Store TEST CONTRACT KVAZAMITYSOFTWARE.COM
BOQ Variation Showing 1 to 1 of 1 entries
Pro Payment

Final Bill

AbstractBill

NonAbstract Bill

Payment to DMRC

Vendor Modification

A grid of all the registration requests will be shown for the nodal officer to proceed from.

Contract Details
umber 88776655

Vendor Information

Documents

Bill Copy

1. Onchoosing one request, the registration form will be open in a non editable format.

2. The nodal officer can also upload documents if required.

3. The executive nodal officer has to choose the purchase organization, verify the documents by clicking
‘VERIFY’ and then either send it for verification to subordinate or forward it to finance nodal officer
directly.

4. Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’
for download or view.

5. Remarks entered in all previous steps on the request or service line of item level will be available for

reference purpose on clicking ‘View Remarks'.

The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.

DMRC official will upload documents required by DMRC.

DMRC official will add their remarks for this overall request.

DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

10. Notifications will be sent to the nodal officer and the user to whom the request has been forwarded.

11 . The subordinate will have an option to either approve/reject the request or send it back to the nodal officer or send It further for verification to another
subordinate.

L 00N



7. Add New Contract Finance Approval

This screen will be used by the finance nodal officer to send either assign the onboarding request to his subordinate or verify himself and send it to finance nodal
officer.

“endor Request

Exscutive Modal Forward to finance depariment
E Officer < Approval
: !
o
=
E ) 4
z Finance Nodal Submitted to SAP
Officer

.

RejectiReturn

Assign for verification
OR
Reject/return.

Assign for verification
OR
Rejectreturn.

Accept/Reject and Revert

Accept/Reject and Revert

Subordinate 1

h 4

¥

Subordinate 1

¥

Accept/Reject and Revert

Subordinate N
) 4

AcceptiReject and Revert

Subordinate 2

Vendor approval will follow this flow.
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BOQ Variation
0 0 0 0
Provisional Payment E Abstract Bill E Non Abstract Bill Final Bill a

0 $® 0 0
Info Modification K Payment To DMRC BOQ Variation (DMRC)




All the pending registration requests will be shown in the dashboard.

ft 421
DMRC

Variation

Pro Payment

Final Bill

Abstract Bi

NonAbstract Bill

ent to DMRC

Vendor Modification

Vendor Registration Request/Executive

Show 10 rows ~

LOA/PO/LEASE 1. | Name

88776655 TEST APPLICATION

Showing 1to 1 of 1 entries

ct Type

Non Store

Contract Descrption Email

TEST CONTRACT KVAZAMITYSOFTWARE COM

A grid of all the registration requests will be shown for the nodal officer to proceed from.

Payment to DMRC

Contract Details

Vendor Information

Title Name
Mr TESTAPPLICATION

Pastal Code Gty
201301 NOIDA

Motile Phone Fax
315571417585 09563562377

Bank Details

red Under GST ACT

Bank
UTTARPRADESH Indiz

ress with State PIN BankCounty

Beneficary Account Number IFSCCode

5842 SBINDDDS43

Documents
Bill Copy

Purchase Organization Remarks

Action

Country

India

Email
KVABAMITYSOFTWARE COM

PANNumber BankName
ccl

Bensficiary Acco

ABHISHEKLAL

Search:




vk wnN e

N o

Account Details

Recon Account Search Term Sort Key Cash Management Group
Payment Terms Chk Cashing Time Payment Method House Bank
Order Currency Inco Terms Schema Group Account Group

DMRC - Services -

[ GR Based Invoice Verification [0 Service Based Invoice Verification

Withholding TAX
Witholding Tax Type RecType W/ Tax ID
[] Witax Liable

On choosing one request, the registration form will be open in a non-editable format.
The nodal officer can also upload documents if required.

Apart from the vendor details, the finance user will also have to input the SAP related fields like account details and withholding tax.

All the account and withholding tax details will be interfaced from SAP.

The executive nodal officer has to choose the purchase organization, verify the documents by clicking VERIFY and then either send it for verification to
subordinate or forward it to finance nodal officer directly.

Notifications will be sent to the nodal officer and the user to whom the request has been forwarded.

The subordinate will have an option to either approve/reject the request or send it back to the nodal officer or send It further for verification to another
subordinate.

VPP Lease Module User Manual for DMRC

3. Lease

1. SIGNUP APPROVAL NODAL OFFICER

This option will be used by the executive nodal officer to approve the sign up requests generated by the
vendors.
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Once the Nodal officer will sign in to the portal, the pending signup request will show.

faet 71 = —
DMRC = A (8 mypose
Siteie Pending Request
B Reports
Vendor SignUp Search:

LOA/PO/LEASE Description Action

Vendor Contract

500 1 88776655 Non Store TEST CONTRACT KVAGAMITYSOFTWARE.COM

BOQ Variation Showing 1 to 1 of 1 entries
Pro Payment

Final Bill

Abstract Bill

NonAbstract Bill

Payment to DMRC

Vendor Modification

All the pending request will show in the grid for the nodal officer to take action on.
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@ Dashboard

Signup Approval

B Reports

Vendor SignUp Vendor Signup

Vendor Contract Contract Type Number Contract Description

Non Store 88776655 TEST CONTRACT

BOQ
BOQ Variation

Mobile Number E-Mail Nodal Officer
Riobayment +919971417985 KVA@AMITYSOFTWARE.COM amity_nodal [ MuitiParty Multi Currency
Final Bill ——
Abstract Bill
NonAbstract Bill

Vendor Modification

1. Once the nodal officer selects a request for approval, all the details filled by the user will show in non
editable format.

2. The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.

3. DMRC official can upload documents.

4. Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’
for download or view.

5. Remarks entered in all previous steps on the request or service line of item level will be available for

reference purpose on clicking ‘View Remarks’.

DMRC official will add their remarks for this overall request.

DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

The nodal officer has the option to either approve or reject the request.

. Nodal officer also has the option to view the documents uploaded by the vendor.

10. If the nodal officer accepts the request, vendor will receive a notification along with their login credentials to proceed further in the portal.

© o N

2. VENDOR ONBOARDING EXECUTIVE NODAL APPROVAL

This screen will be used by the executive nodal officer to send either assign the onboarding request to his
subordinate or verify himself and send it to finance nodal officer.

APPROVAL PROCESS
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All the pending registration requests will be shown in the dashboard.
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@ Dashboard
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Vendor Registration Request/Executive
B Reports

Vendor Contract LOA/PO/LEASE 1/ | Name Contract Type Contract Descrption Email Action

BOQ 88776655 TEST APPLICATION Non Store TEST CONTRACT KVAZAMITYSOFTWARE.COM m
BOQ Variation Showing 1 to 1 of 1 entries

Pro Payment

Final Bill

Abstract Bill

NonAbstract Bill

Payment to DMRC

Vendor Modification

Ag

rid of all the registration requests will be shown for the nodal officer to proceed from.

Contract Details
umber 88776655

Vendor Information

" TESTAPPLICATION

Bank Details

Documents

8ill Copy

Lo EEES

1. Onchoosing one request, the registration form will be open in a non editable format.

2. The nodal officer can also upload documents if required.

3. The executive nodal officer has to choose the purchase organization, verify the documents by clicking
‘VERIFY” and then either send it for verification to subordinate or forward it to finance nodal officer
directly.

4. Documents uploaded in all previous steps of approval will be available under ‘'VERIFY DOCUMENTS’
for download or view.

5. Remarks entered in all previous steps on the request or service line of item level will be available for

reference purpose on clicking ‘View Remarks’.

The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.

DMRC official will upload documents required by DMRC.

DMRC official will add their remarks for this overall request.

DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

10. Notifications will be sent to the nodal officer and the user to whom the request has been forwarded.

11. The subordinate will have an option to either approve/reject the request or send it back to the nodal officer or send It further for verification to another subordinate.

L 00N



4. VENDOR ONBOARDING FINANCE APPROVAL

This screen will be used by the executive nodal officer to send either assign the onboarding request to his subordinate or verify himself and send it to finance nodal
officer.

“endor Request

Exacutive Nodal Forward to finance depariment
E Officer < Approval
2 !
o
=
8 ¥
= Finance Nodal Submitted to SAP
Officer

.

RejectiReturn

Assign for verification
OR
Rejectireturn.

Assign Tor verification
OR
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Accept/Reject and Revert
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h 4
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Accept/iReject and Revert

Subordinate 2

Vendor approval will follow this flow.



Vendor Contract

BOQ

BOQ Variation

Pro Payment

Final Bill

NonAbstract Bill
Payment to DMRC

Vendor Modif

Dashboard

() +0 1

Signup Request - Registration

Provisional Payment E Abstract Bill

0 » 0
Info Modification , Payment To DMRC
=

+ 0 0
BOQ/PO BOQVariation (Vendor)
=3 =3

0 0
Non Abstract Bill Final Bill

E g)QVariaﬁon (DMRC) 1

All the pending registration requests will be shown in the dashboard.
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B Reports
Vendor SignUp
Vendor Contract
%
BOQVariation
ProP
Final Bill
Abstract Bill

Abstract Bil

nent to DMRC

Vendor Modification

Vendor Registration Request/Executive

Show 10 rows ~

LOA/PO/LEASE 1. | Name

t Type

88776655 TEST APPLICATION Non Store

Showing 1 to 1 of 1 entries

Search:

Contract Descrption Email

TEST CONTRACT KVARAMITYSOFTWARE.COM

A grid of all the registration requests will be shown for the nodal officer to proceed from.

Payment to DMRC

Contract Details

Vendor Information

Title Name
Mr TEST APPLICATION
Postal Code Gity
201301 NOIDA
Mobile Phane Fax
+919571417985 09663562377
Bank Details
GST Registration Numbes

OFPLMOK123847;

Bank County
India
Beneficiary Account Number 1FSC Code
945325847 SaINDo0S543
Documents
Bill Copy
Remarks

Action

TYSOFTWARECOM

BankName

cicl

Beneficiary Accoy

ABHIZHEKLAL

Action
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Account Details

Recon Account Search Term Sort Key Cash Management Group
Payment Terms Chk Cashing Time Payment Method House Bank
Order Currency Inco Terms Schema Group Account Group

DMRC - Services -

[ GR Based Invoice Verification [0 Service Based Invoice Verification

Withholding TAX
Witholding Tax Type RecType W/ Tax ID
[] Witax Liable

. On choosing one request, the registration form will be open in a non-editable format.

. The nodal officer can also upload documents if required.

. Apart from the vendor details, the finance user will also have to input the SAP related fields like account details and withholding tax.

. All the account and withholding tax details will be interfaced from SAP.

. The executive nodal officer has to choose the purchase organization, verify the documents by clicking VERIFY and then either send it for verification to

subordinate or forward it to finance nodal officer directly.

. Notifications will be sent to the nodal officer and the user to whom the request has been forwarded.
. The subordinate will have an option to either approve/reject the request or send it back to the nodal officer or send It further for verification to another subordinate.



5. PAYMENT TO DMRC EXECUTIVE APPROVAL

This screen will be used by the executive nodal officer to send either assign the bill payment request to his
subordinate or verify himself and send it to finance nodal officer.

APPROVAL PROCESS
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Vendor Contract 39 +. 104 9 13
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* [ e | o =3
BOQ Variation
Pro Payment 36 18 9 2
Final Bill Advance Payment g Abstract Bill E Non Abstract Bill E Final Bill a
- [ voeie | == == =3
NonAbstract Bill
Store Bill 24 ’ 20 94 2
Info Modification N Payment To DMRC BOQ Variation (DMRC) Store Bill Approval
Payment to DMRC m m m

Vendor Modification

SAP
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The payment to DMRC request will show on the dashboard under Payment to DMRC.

@

feeelt Het ] Q
DMRC = -
Payment To DMRC

@ Dashboard

B Reports
Vendor SignUp Contract Detail

Lease No: 43983948

Vendor Contract 43983948

BOQ

BOQ Variation Service Qty Unit Rate Amount Currency Remarks
Pro Payment PARKING 2 10000.00 20000.00 Indian Rupee ~ DONE
Final Bill

Documents:*

Abstract Bill
Payment To DMRC

NonAbstract Bill Choose file

Payment to DMRC Total Amount:* Bank:* Payment Ref Number:* Payment Mode:*
Vendor Modification 20000.00 Icici 32904904 RTGS

Remarks*

Action

 EScacnEm

1. The bill request will show in a non editable format to the executive nodal officer who will have the
option to either return to the vendor, assign to subordinate for verification or forward tofinance.
2. The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.
3. DMRC official can upload documents.
4. Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS'
for download or view.
5. Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks'.
6. DMRC official will add their remarks for this overall request.
7. DMRC official can preview their request before submitting by clicking ‘PREVIEW’.
8. If forwarded to verification user, they can also make changes on the request and send it back to the
nodal officer as approved/rejected.
9. The nodal officer and verification user can also view remarks of the request and the uploaded files.
10. Appropriate notifications will be sent as follows:
Approve: Vendor and executive nodal officer
Forward for verification: executive nodal officer and verification subordinate
Reject: Vendor and executive nodal officer
Forward to finance: Executive nodal officer and finance nodal officer

6. PAYMENT TO DMRC FINANCE APPROVAL

This screen will be used by the finance nodal officer to send either assign the bill payment request to his subordinate or verify himself and send it to finance nodal officer.
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The payment to DMRC request will show on the dashboard under Payment to DMRC.




Redt a1 — a
DMRC = -
Payment To DMRC

<D

Profile v

@ Dashboard

B Reports

Vendor SignUp Contract Detail
Lease No: 43983948

Vendor Contract 43983948

BOQ

Unit Rate Amount Currency Remarks

BOQ Variation
Pro Payment PARKING 2 10000.00 20000.00 Indian Rupee ~ DONE

Final Bill

Documents:*

Abstract Bill
Payment To DMRC

NonAbstract Bill Choose file

Payment to DMRC

Total Amount:* Bank:* Payment Ref Number:* Payment Mode:*
‘Vendor Modification 20000.00 Icici 32904904 RTGS

Remarks®

Action

N SHEME

. The bill request will show in a non-editable format to the finance nodal officer who will have the option to either return to the vendor, assign to subordinate for
verification or return to executive nodal officer.
The nodal officer and verification user can also view remarks of the request and the uploaded files.
Appropriate notifications will be sent as follows:
Approve: executive and finance nodal officer
Forward for verification: finance nodal officer and verification subordinate
Reject: finance nodal officer and executive nodal officer.

a) Vendor Modification

APPROVAL PROCESS

Once a request for vendor modification has been submitted by the vendor, their nodal officer will receive
the request on their dashboard under ‘Info Modification’ card.

feedt ®gl =
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MRC4 SINGH v

@ Dashboard Dashboard
B Reports

Vendor Contract 39 +. 104 9 13
- Signup Request - Registration + BOQ/PO BOQ Variation (Vendor)

BOQ Variation

Pro Payment 36 18 9 2
Final Bill Advance Payment E Abstract Bill E Non Abstract Bill E Final Bill a
}‘

e =3 [ i | =3 =3

NonAbstract Bill

24

Info Modification Payment To DMRC E BOQ Variation (DMRC) l Store Bill Approval 1

Store Bill

Vendor Modification

SAP
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All the pending requests for vendor modification will be shown in the grid on which the DMRC official can
take action on.



Vendor Approval Request/Executive

1 LAX001

2 OM100067

3 NEWFRIDAYTEST
4 DMRCTESTO1

5 TESTWEDO2

6 SANJAY

7 THURSDAY TEST 01
8 WEDNESDAY TEST
9 TESTMONDAY 01
10 OM100035

Showing 1 to 10 of 25 entries

On selecting a particular request, all the details entered by the vendor will be available on clicking view

LAXMI PRIYA
SAHOO

OM PRAKASH

NAITIK GUPTA

RACHIT

MANNU SINGH

RANGIT

ARJUN GUPTA

AKASH

AKASH

OM PRAKASH

Contract

Type

Non Store

Non Store

Non Store

Non Store

Non Store

Non Store

Non Store

Non Store

Non Store

Non Store

Contract Descrption

LAXMIPRIYA SAHOO

OM PRAKASH

CONTRACT DETAILS FOR DMRC

CONTRACT DETAILS FOR DMRC

CONTRACT DETAILS FOR DMRC

SANJAY ONE

CONTRACT DETAILS FOR DMRC

TESTING

CONTRACT DETAILS FOR DMRC

OM PRAKASH

Search:

LPS@AMITYSOFTWARE.COM

OM.PRAKASH621@GMAIL.COM
AXG@AMITYSOFTWARE.COM
AXG@AMITYSOFTWARE.COM
AXG@AMITYSOFTWARE.COM
DMRC@AMITYSOFTWARE.COM
SXR@AMITYSOFTWARE.COM
AXG@AMITYSOFTWARE.COM
AXG@AMITYSOFTWARE.COM

OM.PRAKASH621@GMAIL.COM

along with the vendor contracts selected on which these changes need to be effected.

On clicking show remark, all the remarks history will be shown for that particular request by each

DMRC official.

w
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MUz =H:H:

,_
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The nodal officer will have an option to either assign to subordinate, approve and forward to finance
or sent the request back to vendor if any discrepancy is found in the data/attachments submitted.
The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.
DMRC official can upload documents.
Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’
for download or view.
Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks’'.

DMRC official will add their remarks for this overall request.

DMRC official can preview their request before submitting by clicking ‘PREVIEW’.



Vendor Registration Approval/Executive

Contract Details

LOA /PO Number - OMIO0DDSE?
Contract Number -210386

Contract Dezcripton -OM PRAKASH

Vendor Information

Title Name Courery Rezion
Mr OM FPRAKASE Indiz Deli
Poswal Code Gty Stree House No Telephone
110011 SOUTHDEL A-5/115,8-ELOCK SSCOND RIODR 8222332882
Mobile Phone Fax Email Contract Number
+9138228283388 22222213 OMPRAKASHE212GMAILCOM 210385
Bank Details
GST Registrasion Number FAN Number Exnk Name
Registered Under GSTACT OTARECURS03R1Z9 HE0PPTZE4G A0S BANK
Bank Adcrass with State FIN Esnk Courny Beneficary Account Type Emreficary Aczount Name
IN-DELHI Inciz SadngAcourt OM PRAKASH
Benehiczry Account Number IPSCCode MEME Number
BITETETAA454 UTi200003 MEME 3233230

Existing Contract

OM100057 £X100062
Purchaze Organization * Remarks
Action®

Saaciactior

m

1. Add New Contract Executive Approval

This screen will be used by the executive nodal officer to send either assign the onboarding request to his
subordinate or verify himself and send it to finance nodal officer.

APPROVAL PROCESS




“endor Reguest

Executive Nodal

Forward

fo finance depariment

Officer

A

Reject/Return

Assign for verification
OR
Rejectreturn.

Accept/Reject and Revert

Approval

h 4

Finance MNodal

Officer

Reject/Return

¥

Subordinate 1

h

Accept/Reject and Revert

Subordinate N

Vendor approval will follow this flow.

Assign for wverification
OR

Reject/return.

Subordinate 1

| I

AcceptReject and Revert

h

Accept/Reject and Revert

Subordinate 2

All the pending registration requests will be shown in the dashboard.

!

Submitted to SAF
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SAP
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18

Abstract Bill

20

Payment To DMRC
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88776655

Showing 1 to 1 of 1 entries

Vendor Registration Request/Executive

LOA/PO/LEASE t

Name

TEST APPLICATION

Contract Type

Non Store

=

9

BOQ/PO

9

Non Abstract Bill

94

BOQ Variation (DMRC)

Contract Descrption

TEST CONTRACT

Email

KVA@AMITYSOFTWARE.COM

13

BOQ Variation (Vendor)

2

Final Bill

2

Store Bill Approval

Search: | s

@
=
i

<«

Action

A grid of all the registration requests will be shown for the nodal officer to proceed from.

faeeht 721 -
DMRC =
Dashboard

Contract Details

Vendor Information

Title

Bank Details

Documents

Bill Copy

Purchase Organization

PO Nurmber 88776655

B Registered Under GST ACT

o

1. Onchoosing one request, the registration form will be open in a non editable format.
2. The nodal officer can also upload documents if required.
3. The executive nodal officer has to choose the purchase organization, and then either send it for

verification to subordinate or forward it to finance nodal officer directly.



4. The subordinate will have an option to either approve/reject the request and send it back to the nodal
officer or send It further for verification to another subordinate.

5. The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.

6. DMRC official can upload documents.

7. Documents uploaded in all previous steps of approval will be available under “VERIFY DOCUMENTS'
for download or view.

8. Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks’'.

9. DMRC official will add their remarks for this overall request.

10. DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

7. Add New Contract Finance Approval

This screen will be used by the finance nodal officer to send either assign the onboarding request to his subordinate or verify himself and send it to finance nodal
officer.

Vendor Requast

Executive Nodal Forward to finance depariment
Ofiicer

A

Approval

v A J

Finance Nodal Submitted to SAP

Officer

Reject!Return

RejectReturn

Assign for verificatio
OR
Rejectireturn.

Assign for verification
OR
Rejectreturn.

Arccept/Reject and Revert

Assign
Accept/Reject and Revert

¥

Subordinate 1

h 4

¥

Subordinate 1

¥

Accept/Reject and Revert

Subordinate N
h 4

Accept/Reject and Revert

Subordinate 2

Vendor approval will follow this flow.



Vendor SignUp

Vendor Contract
BOQ

BOQ Variation
Pro Payment

Final Bill

Abstract Bill
NonAbstract Bill
Payment to DMRC

Vendor Modification

Dashboard

0

Signup Request

0

Provisional Payment

0

Info Modification

+0 1 + 0 0
- Registration BOQ/PO BOQ Variation (Vendor)
=3

= < =
Abstract Bill Non Abstract Bill Final Bill
=3 EED

N - = B
/ Payment To DMRC BOQ Variation (DMRC)

e

All the pending registration requests will be shown in the dashboard.

et 3
@DMRC
@ Dashboard
B Reports

Vendor SignUp

Vendor Contract

Final Bill

Abstract Bill

NonAbstract Bill
nent to DMRC

Vendor Modification

Show 10 rows ~

LOA/PO/LEASE

88776655

Showing 1 to 1 of 1 entries

+

Vendor Registration Request/Executive

Name t Type Contract Descrption Email

TEST APPLICATION Non Store TEST CONTRACT KVARAMITYSOFTWARE.COM

A grid of all the registration requests will be shown for the nodal officer to proceed from.

Payment to DMRC

Contract Details

Vendor Information
THie
Mr
Postal Code
201301
Motile

315571417535

Bank Details

Beneficiary Account Numbsr

54932584

Documents
Bill Copy

Action

Name Stree HouseNo
TEST APPLICATION a15

Gty Country
NOIDA India

Phane Fax E-Mail
09553562377 TYSOFTWARECOM

ST Registration Nuribes BankName
OIPLMOKI23BAT cict
Bank County Beneficiary Accoy
India ABHISHEKLAL
1FSC Code
SBINDG0S343
Remarks

Search:




Account Details

Recon Account Search Term Sort Key Cash Management Group
Payment Terms Chk Cashing Time Payment Method House Bank
Order Currency Inco Terms Schema Group Account Group

DMRC - Services -

[ GR Based Invoice Verification [0 Service Based Invoice Verification

Withholding TAX
Witholding Tax Type RecType W/ Tax ID
[] Witax Liable

1. On choosing one request, the registration form will be open in a non-editable format.
2. The nodal officer can also upload documents if required.
3. Apart from the vendor details, the finance user will also have to input the SAP related fields like account details and withholding tax.
4. All the account and withholding tax details will be interfaced from SAP.
5.The executive nodal officer has to choose the purchase organization, verify the documents by clicking VERIFY and then either send it for verification to
subordinate or forward it to finance nodal officer directly.
6. Notifications will be sent to the nodal officer and the user to whom the request has been forwarded.
7. The subordinate will have an option to either approve/reject the request or send it back to the nodal officer or send It further for verification to another subordinate.



4. APPROVAL PROCESS

“endor Request

Executive Nodal Forward to finance depariment
Officer

A

Approval

h

v
Finance Nodal Submitted to SAP

Reject/Return

Officer

RejectiReturn

Assign for verificatio
OR
Rejectireturn.

Assign for verification
OR
Reject/return.

Accept/Reject and Revert

Assign
Accept/Reject and Revert

¥

h 4

Subordinate 1

Subordinate 1

h 4

¥

Arccept/Reject and Revert

Subordinate N

A J

Accept/iReject and Revert

Subordinate N

Once a vendor submits a request, the executive nodal officer will receive it.

The executive nodal officer will have an option either approve it and send it to finance nodal officer or
send it to a subordinate for verification or return to vendor if there’s any discrepancy in the request
details.

The subordinate will then have an option to either approve it, reject it or assign it further to another
subordinate.

Subordinate to subordinate assignment of a request can go on to as many levels and the current
subordinate who is holding the request can also approve or reject it.

Once it is approved from the subordinate, request will go back to the executive nodal officer who will then
forward it to finance nodal officer.

Once finance nodal officer receives the request, they will again follow the same process as executive nodal
officer i.e. they can approve the request and send it back to executive nodal officer or assign it to a finance
subordinate for approval.



The subordinate will then have an option to either approve it, reject it or assign it further to another
subordinate.

Subordinate to subordinate assignment of a request can go on to as many levels and the current
subordinate who is holding the request can also approve or reject it.

Once it is approved from the subordinate, request will go back to the finance nodal officer who will then
approve and forward it to executive nodal officer.

Once the executive nodal officer receives the request from finance nodal officer, they will only have the
option of approve/return based on the action performed by finance department.

On each action, an email and SMS will be sent to the current and next user who will receive the request.

On final executive nodal action, the vendor and executive nodal officer will receive a notification of the
action taken.

Appropriate notifications will be sent as follows:

Approve: Vendor and executive nodal officer

Approve by subordinate : Subordinate and nodal officer

Assign by subordinate : Current and next subordinate officer

Forward for verification: executive nodal officer and verification subordinate
Reject: Vendor and executive nodal officer

Forward to finance: Executive nodal officer and finance nodal officer



FINANCE NODAL OFFICER

5. Works/Non Store

1. SIGNUP APPROVAL NODAL OFFICER

This option will be used by the executive nodal officer to approve the sign-up requests generated by the vendors.

<D

- Q

@ Dashboard Dashboard
B Reports

Vendor SignUp 1 £3 . 0 0 0
Signup Request - Registration + BOQ/PO BOQ Variation (Vendor)

BOQ

BOQ Variation 0

Pro Payment Provisional Payment E Abstract Bill E Non Abstract Bill Final Bill B

Final Bl == == (== =
Abstract Bill
NonAbstract Bill 0 0 0

Info Modification 2 Payment To DMRC BOQ Variation (DMRC)

Payment to DMRC m m

Vendor Modification

Once the Nodal officer will sign in to the portal, the pending signup request will show.

fawelt At
DMRC = Q

<D

@ Dashboard

Pending Request
B Reports

Show 10Tows ™ Search:
Vendor SignUp -

Vendor Contract T LOA/PO/LEASE Type Description E-Mail Action

80Q 1 88776655 Non Store TEST CONTRACT KVA@AMITYSOFTWARE.COM
BOQ Variation Showing 1 to 1 of 1 entries

Pro Payment

Final Bill

Abstract Bill

NonAbstract Bill

Payment to DMRC

Vendor Modification

The entire pending request will show in the grid for the nodal officer to take action on.
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@ Dashboard H
Signup Approval

B Reports

Vendor SignUp Vendor Signup

VA Contract Type Number Contract Description

Non Store 88776655 TEST CONTRACT
BOQ
BOQ Variation
Mobile Number E-Mail Nodal Officer
FioFavment 4919971417985 KVA@AMITYSOFTWARE.COM amity_nodal O MultiParty Multi Currency

Final Bill Remarks*
Abstract Bill

NonAbstract Bill

Vendor Modification

1. Once the nodal officer selects a request for approval, all the details filled by the user will show in non-editable format.
2.The nodal officer has the option to either approve or reject the request.
3. Nodal officer also has the option to view the documents uploaded by the vendor.

4. If the nodal officer accepts the request, vendor will receive a notification along with their login credentials to proceed further in the portal.

2. VENDOR ONBOARDING EXECUTIVE NODAL APPROVAL

This screen will be used by the finance nodal officer to send either assign the onboarding request to his
subordinate or verify himself and send it to executive nodal officer.

APPROVAL PROCESS
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Dashboard

B Reports

Vendor Contract 3

Registration

BOQ

BOQ Variation

Pro Payment 1

Non Abstract Bill

Final Bill
Abstract Bill

NonAbstract Bill

11

BOQ Variation (DMRC)

Store Bill

Vendor Modification

SAP

4 4 7

BOQ Variation (Vendor) Abstract Bill

Final Bill a Info Modification

[ |

Store Bill Approval 1

Advance Payment

All the pending registration requests will be shown in the dashboard.
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@ Dashboard

Vendor Registration Request/Finance
ports

Vendor Contract m Search:

Contract Type ct Descrption Created Dt

BOQ Variation 1 DEMO 1 NAME 1 Non Store DESCRIPTION 1 ABCEXYZCOM 01-06-2021 =
Pro Pyt % DEMO2 NAME 2 Store DESCRIPTION 2 ABCEXYZCOM 28-05-2021 View

Final Bill 3 DEMO 3 NAME 3 Non Store DESCRIPTION 3 ABC@XYZ.COM 25-03-2021 View

Abstract Bl Showing 1 to 3 of 3 entries
NonAbstract Bill

Store Bill

Payment to DMRC

Vendor Modification

SAP

A grid of all the registration requests will be shown for the nodal officer to proceed from.



Vendor Registration Approval

Contract Details

Contract Type-Non Store

LOA /PO Number -AABBCCDD
PO CREATION IN SAP

Multi Currency-Yes

Multi Party-Yes

Vendor Information
Title

Mr
Postal Code
201301

Mobile

9999999999

Bank Details

Registered Under GST ACT

Bank Address with State PIN
Uttar Pradesh

Beneficiary Account Number

99999999

Account Details
Recon Account *
Craditors of the enterprise. 3rd party securities
Payment Terms *
0002
Order Currency *

Albanian Lek

GR Based Invoice Verification

Withholding TAX
Witholding Tax Type

SSWithholding tax Possible emplayees

Witholding Tax Type

55 Withholding tax Posslble emplovees

Witholding Tax Type

sSWithholding tax: Possible employees

Documents
Document 12

Choose file

Action
Approve

Purchase Organization

Central Purchase Org

Name

MNAME 1
City
Noida

Phone Fax

99999959999

GST Registration Number

O9BWIPLS238A2Z5

Bank Country

ndia

IFSC Code

SBIND00S5943

Search Term *

NO

Chk Cashing Time *
10
IncoTerms ™

Carrisge and insurance paid to

Service Based Invoice Verification

RecType

Witax Lizble Tax-payer not self-withholding

Rec Type

Wriax Liable Service Tax Reverse Charge

Rec Type

Witax Liable Taxed paym cards -small busine

SAP Vendor Code
Create New

Remarks

Country

India

Street House No.

18
E-Mail

ABC@XYZ.COM

PAN Number

BWIPL9238A

Beneficiary Account Type

Sawing Account

[ msme

Sort Key *
Allocation number

Payment Method *
€

Schema Group *

DMRC Local Vendor

W/ Tax ID
- 05464

W Tax ID
- 05484

W/ Tax 1D
- 333

Region
Uttar Pradesh

Telephone
9999999999

Contract Number

ABC987

Bank Name
1cict

Beneficiary Account Name
NAME 1

MSME Number

4902392

Cash Management Group *
Damestic

House Bank *
CENTRAL BANK OF INDIA- IT PARK.

Account Group *

DMRC - Services

i
3

SUBMIT PREVIEW VERIFY

1. On choosing one request, the registration form will be open in a non-editable format.

The nodal officer can also upload documents if required.

3. Based upon the GST + PAN + Account number, the system will identify if the vendor already exists in
SAP.The finance department will choose if they wish to create a new vendor in SAP by selecting
‘Create New’ in the ‘SAP Vendor Code’ drop-down list. They can also move forward with an existing
vendor if the GST+ PAN + Account number + Purchase organization + Bank key combination already
exists in SAP. Such vendors will be shown in the samedrop-down and the user can choose the same.
In this case, the vendor will not be created in SAP.

5. The finance nodal officer has to verify the documents by clicking ‘VERIFY’ and then either send it
forverification to subordinate or forward it to the finance nodal officer directly.

N



6. Apart from the vendor details, the finance user will also have to input the SAP-related fields
like account details and withholding tax.
7. The finance user can add as many withholding tax as they want by clicking ‘ADD’ which will add a
newline of item to input the tax.
8. Allthe account and withholding tax details will be interfaced from SAP.
9. Documents uploaded in all previous steps of approval will be available under ‘VERIFY
DOCUMENTS for download or view.
10. Remarks entered in all previous steps on the request or service line of item level will be
available forreference purpose on clicking ‘View Remarks’.
11. The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.
12. DMRC official will upload documents required by DMRC.
13. DMRC official will add their remarks for this overall request.
14. DMRC official can preview their request before submitting by clicking ‘PREVIEW’.
15. Notifications will be sent to the nodal officer and the user to whom the request has been forwarded.
16. The subordinate will have an option to either approve/reject the request or send it back to the nodal officer or send It further for
verification to another subordinate.

3. VENDOR ONBOARDING FINANCE APPROVAL

This screen will be used by the finance nodal officer to either assign the onboarding request to his subordinate or verify himself and send it to the finance nodal
officer.

Vendor Request

Executive Nodal Forward to finance depariment
Officer

A

Approval

v h

Finance Nodal Submitted to SAF

Officer

RejectReturn

RejectReturn

Assign for verificatio
OR
Rejectreturn.

Assign for verification
OR
Rejectireturn.

Accept/Reject and Revert

Assign
Accept/Reject and Revert

h J

¥

Subordinate 1

Subordinate 1

h

h J

Accept/iReject and Revert

Subordinate N

¥

Accept/Reject and Revert

Subordinate 2

Vendor approval will follow this flow.



Dashboard

Vendor SignUp 0 ; @ 1 + 0 0
Voo Signup Request - Registration BOQ/PO BOQ Variation (Vendor)
fendor Contract

BOQ
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Final Bl =3 =3 EE) =3
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Info Modification R Payment To DMRC BOQ Variation (DMRC)

Payment to DMRC m

Vendor Modification

All the pending registration requests will be shown in the dashboard.

Vendor Registration Request/Executive

Show 10 rows = Search: | searchhere

ract Descrption Email
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Showing 1to 1 of 1 entries
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Abstract Bill
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On choosing one request, the registration form will be open in a non-editable format.

The nodal officer can also upload documents if required.

Apart from the vendor details, the finance user will also have to input the SAP-related fields like account details and withholding tax.

In the case of Creating a new vendor without SAP VENDOR POSTING action the Financer user can not approve the request or proceed ahead.
All the account and withholding tax details will be interfaced from SAP.

The executive nodal officer has to choose the purchase organization, verify the documents by clicking VERIFY, and then either send it for
verification tosubordinate or forward it to the finance nodal officer directly.

Notifications will be sent to the nodal officer and the user to whom the request has been forwarded.

The subordinate will have an option to either approve/reject the request or send it back to the nodal officer or send It further for verification to
anothersubordinate.

ok wWwNE

© N

4. BOQ EXECUTIVE APPROVAL

Once the vendor successfully creates a BOQ request, it will come to the executive nodal officer for approval where he will create header, and groups and assign items to it.

4t 1 _ [ = I
@L;mrr = 0§ Meeciew

@ Dashboard

| o
Final Bill
(] ITEM 1 10 20 Activity unit 200 N m
Abstract Bill
O ITEM2 20 30 Activity unit 400 N m
MonAbstract Bill
(] ITEM 3 30 20 Activity unit 1,200 N m
Payment to DMRC
e ITEM 4 20 50 Activit 2,000 N m
Vendor Modification o R
Showing 1 to 4 of 4 entries
Documents
Fil File *
Remark * Actions *
= o

On choosing the pending request, executive nodal officer will have the provision to create header, groups and then assign items to the created groups. They can also
addconditions to the group and header.
All the fields in Header and groups will be interfaced through SAP.

= o ] ~
Details
Puchase Grp. Purchase Org. Collective No. Payment Terms. Start Date End Date
TE-Constr Limited tends P56-PM3A PORG-Project Purchase Org 123 01May 2021 31May 2021 m
Condition
Final Bill Condition Type - Value =
Abstract Bill - m

Vendor Modification

The nodal officer can add multiple conditions to the header and view the same by clicking the CONDITIONS button against the header line of the item.



Prech 251 _
DMRC = A 8 weones

Details

Header

Groups

Group Description ~ Remarlk -

SCHEDULEA REMARK

Account Assignment

Account Assignment Category * WBS Element/Cost Centre ~ GL*

K-Cost center - AJIMS-AlIMS- Construction - 0000628004-Construction External Services -
Item Category = Material Group * Plant * Tracking Mo *

9-Servics - 0001-Hon-Stock Material - LNOZ-DMRC,LINE-03-Dielhi - 1002-CIVIL GENERAL -
Tax Code HSN Code © Delivery Date *

DAIGST 5%-1P - 00004444- - 05/01/2021 ]

Group Name Qhy Amount Remarks Action

No groups available.

The user will have the option to add multiple groups. Each group will have certain things which will be interfaced with SAP.

Group Name r Amount Remarks Action

SCHEDULE A MR

e

Once a group is added, the user has an option to delete the group, add conditions to it or view the existing conditions.

Assign Group

Group

SCHEDULEA

1. The nodal officer then needs to assign groups to items added in BOQ.
2. The user will first select all the items of a particular group by checking the checkbox, and then click on ASSIGN GROUPS which have been already added in
the groups tab.
3. Once all the items have been assigned, a group, the user can upload required documents and ten either approve, send it for verification or
returnit back to the vendor.
4. |If forwarded to verification user, they can also make changes on the request and send it back to the nodal officer as approved/rejected.
The nodal officer and verification user can also view remarks of the request and the uploaded files.
6. Appropriate notifications will be sent as follows:Approve: Vendor and executive nodal officer
Forward for verification: executive nodal officer and verification
subordinateReject: Vendor and executive nodal officer

v



5. BOQ VARIATION EXECUTIVE APPROVAL

Once the executive nodal forwards the request to finance nodal, it will come to finance nodal officer for

approval.
APPROVAL PROCESS
faeet A s
DMR‘C = L & DMRCISINGH v
@ Dashboard Dashboard
B Reports
Vendor Contract 3 4 4 7/
Registration + BOQ Variation (Vendor) Advance Payment E Abstract Bill
BOQ
o e ] e ]
BOQ Variation

Pro Payment 1 3 3 ’ 3
Final Bill Non Abstract Bill E Final Bill B Info Modification / Payment To DMRC E

Abstract Bill m m m m

NonAbstract Bill

Store Bill 11 2
BOQ Variation (DMRC) Store Bill Approval
Payment to DMRC m m

Vendor Modification

SAP

On choosing the pending request, executive nodal officer will have the provision to create new groups and then assign new items to the created groups. They can also add
conditions to then new/existing group and header.
All the fields in Header and groups will be interfaced through SAP.

- - P
@;mmm = 2 ()

ashboard 3
L Bt Details

a Reports

Doc Type Puchase Grp. Purchase Org. Collective No. Payment Terms Start Date End Date Action
TB-Constr Limited tende P56-PM3A PORG-Project Purchase Org 123 01 May 2021 31May 2021
Condition
Final Bill Condition Type ~ Value *

Abstract Bill - m

Items -

The nodal officer can add multiple conditions to the header and view the same by clicking CONDITIONS button against the header line of item.
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Details

Group Description ~ Remark *

SCHEDULE A REMARK

Account Assignment
Account Assignment Category * WES Element/Cost Centre * GL*

¥-Cost center - AIIMS-AlIMS- Construction - 0000628004-Construction External Services -

Item Category * Material Group * Plant Tracking Ne *

9-Service - 0001-MNon-Stock Material - LNO3-DMRC LINE-03-Delhi - 1002-CIVIL GENERAL -
TaxCode * HSN Code ~ Delivery Date *
DA-IGST 5%-1P - 00004444 - 05/01/2021 .

Group Name Qty Amount Remarks Action

No groups available.

The user will have an option to add multiple groups. Each group will have certain things which will be interfaced with SAP.

Group Mame ; Amount Remarks Action

SCHEDULE A N/A N/A REMARK View Conditions

Once a group is added, the user has an option to delete the group, add conditions to it or view the existing conditions.

oukswWwN

Assign Group

Group *

SCHEDULEA

All the groups and header created, items assigned to groups and conditions added on header and
group level will be shown in a non-editable format along with the item details.

The nodal officer and verification user can also view remarks of the request and the uploaded files.
The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.

DMRC official will add their remarks for this overall request.

DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’
for download or view.

Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks’.

The nodal officer then needs to assign groups to items added in BOQ.



9. The user will first select all the items of a particular group by checking the checkbox, and then click on ASSIGN GROUPS which have been already added in the groups tab.

10. Once all the items have been assigned, a group, the user can upload required documents and ten either approve, send it for verification, forward to finance or return it
back to the vendor.

11. If forwarded to verification user, they can also make changes on the request and send it back to the nodal officer as approved/rejected.
12. The nodal officer and verification user can also view remarks of the request and the uploaded files.

13. Appropriate notifications will be sent as follows:

14. Approve: Vendor and executive nodal officer

15. Forward for verification: executive nodal officer and verification subordinate

16. Reject: Vendor and executive nodal officer

17. Forward to finance: Executive nodal officer and finance nodal officer

6. BOQ VARIATION FINANCE APPROVAL

Once the vendor successfully creates BOQ request, it will come to executive nodal officer for approval where he will create header, groups and assign items to it.

@L:M\I‘r = A 8 e

@ Dashboard

Final Bill
ITEM 1 10 20 Activity unit 200 A
Abstract Bill

|

[}

(] ITEM 2 20 30 Activity unit 00 WA
NonAbstract Bill
[}

M3 30 a0 Activiey unic 1200 A
Payment to DMRC

= - ITEM 4 <0 50 Activity unit 2,000 MNA
Vendor Modification = o

Showing 1to 4 of 4 entries

Documents

File File *

Actions
= 0 O

On choosing the pending request, executive nodal officer will have the provision to create header, groups and then assign items to the created groups. They can also add
conditions to the group and header.
All the fields in Header and groups will be interfaced through SAP.

= a 8 e v
@ Dashboard ;
Details
B Reports
nlp
Contract Puchase Grp. Purchase Org. Collective No. Payment Terms. Start Date End Date Action
TB-Constr Limited tends PSa-PMIA PORG-Praject Purchase Org 123 01May2021 31May2021
Pro Payment Condition
Final Bill Condition Type = Value *
onAb: il
Groups -
Payment to DMRC

Vendor Modification

The nodal officer can add multiple conditions to the header and view the same by clicking CONDITIONS button against the header line of item.
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@ Dashboard

Details

B Reports

Groups

Group Description * Remark ©

SCHEDULEA REMARK

Account Assignment
Account Assignment Category * WES Element/Cost Centre * GL*

¥-Cost center - AIMS-AlIMS- Construction - 0000628004-Construction External Services -

Item Category - Material Group - Plant * Tracking Mo *

F-Service - 0001-Non-Stock Material - LNO3-DMRC LINE-03-Delhi - 1002-CIVIL GENERAL -
Tax Code * HSHN Code * Delivery Date *
DA-IGST 533-1P - 00004444 - 05/01/2021 .

Group Name Qty Amount Remarks Action

Mo zroups available.

The user will have an option to add multiple groups. Each group will have certain things which will be interfaced with SAP.

Group Name ; Remarks Action

SCHEDULE A N/A N/A REMARK View Conditions

Once a group is added, the user has an option to delete the group, add conditions to it or view the existing conditions.

Assign Group

Group ~

SCHEDULEA

The nodal officer then needs to assign groups to items added in BOQ.

The user will first select all the items of a particular group by checking the checkbox, and then click on ASSIGN GROUPS which have been already added in the groups tab.
Once all the items have been assigned, a group, the user can upload required documents and then either approve, send it for verification or return it back to the nodal officer.
If forwarded to verification user, they can also make changes on the request and send it back to the nodal officer as approved/rejected.

The nodal officer and verification user can also view remarks of the request and the uploaded files.

Appropriate notifications will be sent as follows:

Approve: executive and finance nodal officer

Forward for verification: finance nodal officer and verification subordinate

Reject: finance nodal officer and executive nodal officer

7. PROVISONAL PAYMENT EXECUTIVE APPROVAL



This screen will be used by the finance nodal officer to send either assign the advance payment request to
his subordinate or verify himself and send it to executive nodal officer on approval.

APPROVAL PROCESS

“endor Request

Executive Nodal Forward to finance department
E Officer < Approval
o
II l
=
a v
a H .
i Finance Nodal Submitted to SAP
= Officer
=
D: b
s
T o
. - . . = [25]
Assign for verification & i
OR o =
Rejectireturn. = 2
- [ak}
= . - . .
z Assign for verification %
o OR =
=1 Rejectireturn. =
@ @
= T
= x
j=1
k]
-
o
=1
=
€ -
= > Subordinate 1
o =
EE 2
= 2 »  Subordinate 1
=
2 =
& m
=1 ¥ 2
a o
= ) o
O Subordinate N =
o v
L)
= -
=T Subordinate 2
faweit et = e
DMRC = A & owrcssinG
@ Dashboard Dashboard
B Reports
Vendor Contract 3 4 4 7
Registration + BOQ Variation (Vendor) Advance Payment E Abstract Bill
BOQ
=3 =3 =3
BOQ Variation
Pro Payment 1 3 3 ’ 3
Final Bill Non Abstract Bill @ Final Bill E Info Modification , Payment To DMRC E
Abstract Bil == =3 == =
NonAbstract Bill
Store Bill 11 2
BOQ Variation (DMRC) Store Bill Approval
Payment to DMRC m m

Vendor Modification

SAP

The new provisional payment request will show on the dashboard under Provisional Payment.
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<

Contract Details
LOA/PO Number - 88776655
Description - TEST CONTRACT

Currency - Indian Rupee

BOQ Variation
Service Details Unit Rate Amount Approved Qty Approved Amount
Pro Payment
iy MOBILISATION. 1 100000 Activity unit 100000 1 100000 View Remark
Final Bill
Abstract BIll Documents

PAN CARD

Choosefile

Remark

NonAbstract Bill

Payment to DMRC

‘Vendor Modification

Final % Final Amount

100 100000

Action

SUBMIT PREVIEW

The provisional payment total amount can be altered by the nodal officer by changing final percentage of the amount.

The provisional payment request will show in a non-editable format to the executive nodal officer who will have the option to either return to the vendor, assign to subordinate
for verification or forward to finance.

If forwarded to verification user, they can also make changes on the request and send it back to the nodal officer as approved/rejected.
The nodal officer and verification user can also view remarks of the request and the uploaded files.

Appropriate notifications will be sent as follows:

Approve: Vendor and executive nodal officer

Forward for verification: executive nodal officer and verification subordinate

Reject: Vendor and executive nodal officer

Forward to finance: Executive nodal officer and finance nodal officer

Service Details Qty Unit Rate Unit Amount Approved Qty Approved Amount  Remarks Remarks

s1 10.000 1200.00 Inch 12000.00 5 6000.00 View Remark

Deductions

Description Amount Action
ASDFASDF 5000.00

Requested Bill * Approved Bill * Total Deduction * Final Bill *

12000.00 6000.00 5000.00 1000.00

Documents

ABSTRACT BILL4 *

Choose file Upload

SUBMIT PREVIEW

11. The advance payment request will show in a non-editable format to the finance nodal officer who will

have the option to either return to the vendor, assign to subordinate for verification or forward to
executive.



12.

13.
14.

15.
16.
17.
18.

19.

20.
21.

The finance user can also add deductions to the bill by clicking ‘ADD DEDUCTION’. The description and
amount will be needed for the same.

Total amount, deduction amount and amount payable will also be shown for reference purposes.

If forwarded to verification user, they can also make changes on the request and send it back to the
nodal officer as approved/rejected.

The nodal officer and verification user can also view remarks of the request and the uploaded files.
The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.

DMRC official can upload documents.

Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’
for download or view.

Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks’.

DMRC official will add their remarks for this overall request.

DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

8. PROVISONAL PAYMENT FINANCE APPROVAL

This screen will be used by the finance nodal officer to send either assign the provisional payment request to his subordinate or verify himself and send it back

to executive nodal officer.

“Vendor Request

Executive Nodal Forward to finance department
Officer

A

Appraval

v Y

Reject/Return

Finance Modal Submitted to SAP

Officer

RejectReturn

Rejectreturn.

Assign for verification
OR
Rejectreturn.

Accept/Reject and Revert

Assign
Accept/Reject and Revert

h 4

Subordinate 1

Y

Subordinate 1

Y

h

AcceptiReject and Revert

Subordinate M v

Accept/Reject and Revert

Subordinate 2




Rreelt 71

= @ .
DMRC = L @&
@ Dashboard Dashboard
B Reports
Vendor SignUp 0 @ 0 0 0
Signup Request -|- Registration + BOQ/PO BOQ Variation (Vendor)
Vendor Contract
[ ] [ ] =3
BOQ
BOQ Variation 1 0 0 o
Pro Payment Provisional Payment g Abstract Bill @ Non Abstract Bill Final Bill a
e ==3 =3 == =3
Abstract Bill
NonAbstract Bill 0 0 0
Info Modification N Payment To DMRC BOQ Variation (DMRC)

Vendor Modification

Contract Details
LOA/PO Number - 88776655
Description - TEST CONTRACT

Currency - Indian Rupee

BOQ Variation
Service Details Unit Rate Amount Approved Qty Approved Amount  Remarks Action
Pro Payment
L MOBILISATION 1 100000 Activity unit 100000 1 100000 View Remark
Final Bill
Abstract Bill Documents
PAN CARD
NonAbstract Bill
Choose file
Payment to DMRC
Remark
Vendor Modification
Final % Final Amount
100 100000
Action

The provisional payment total amount can be altered by the nodal officer by changing final percentage of the amount.

The provisional payment request will show in a non-editable format to the finance nodal officer who will have the option to either return to the executive nodal officer, assign to
subordinate for verification.

If forwarded to verification user, they can also make changes on the request and send it back to the nodal officer as approved/rejected.
The nodal officer and verification user can also view remarks of the request and the uploaded files.

Appropriate notifications will be sent as follows:

Approve: executive and finance nodal officer

Forward for verification: finance nodal officer and verification subordinate

Reject: finance nodal officer and executive nodal officer

9. RABILL (With Abstract) EXECUTIVE APPROVAL

This screen will be used by the finance nodal officer to send either assign the bill payment request to his
subordinate or verify himself and send it to executive nodal officer.



APPROVAL PROCESS

Wendor Request

Reject/Return

Executive Nodal Forward to finance department
Officer < Approval
h i l
Financ_e Modal Submitted to SAP
= Officer
I
i
s r
5 )
. - . . = L]
Assign for verificatio & o
OR = =
Rejectreturn. = z
- [k}
= . - . .
2z Assign for verificatio E
o OR =
= Rejectireturn. =
= a a
= = =
@ L 14
= =1
a
|
L4 = b
= @
s . : <
z > Subordinate 1
o = Y
E g
5 2 »  Subordinate 1
=
= E
E m
= ¥ @
@ a
= Subordinate N £
= = v
-
= -
= Subordinate 2
fawedt el s
DM§C = A &

@ Dashboard Dashboard

B Reports

Vendor Contract 3 + 4 4 7
Registration BOQ Variation (Vendor) Advance Payment Abstract Bill

BOQ Variation

Pro Payment 1 3 3 @ 3
Final Bill Non Abstract Bill @ Final Bill e Info Modification , Payment To DMRC E

p— £ &3 &3 ==

NonAbstract Bill

Store Bill 11 2
BOQ Variation (DMRC) Store Bill Approval

Vendor Modification

SAP

The new RA bill request will show on the dashboard under Abstract Bill.



E Reports

Service Details Quantity Unit Rate Amount RegestedQty  Approve%  Approve Qty.  Approve Amt. Remarks
Vendor SignUp
ITEM 1 20 20,00 Activityu 200,00 20,00 100,00 20,00 20000
Vendor Contract
ITEM 2 30 3000 Activityu 50000 1500 50.00 1500 30000
BOQ
»
BOQ Variation
Deductions
Pro Payment
Description Amount. Action
Final Bill
Abstract Bill
NonAbstract Bill Total Bill Percentage * Total Bill * Total Deduction * Final Amount *
10000 50000 000 50000
Payment to DMRC
Item Text * Place of Supply Business Place * GRN/SERVICE Header Text *
Vendor Modification
Invoice Header Text *
Documents
Abstract bill2 Abstract bill3
Remark * Actions *
[ ]

The bill amount can be altered by the nodal officer by changing final percentage of the amount.

The bill request will show in a non-editable format to the executive nodal officer who will have the option to either return to the vendor, assign to subordinate for verification or
forward to finance.

If forwarded to verification user, they can also make changes on the request and send it back to the nodal officer as approved/rejected.
The nodal officer and verification user can also view remarks of the request and the uploaded files.

Appropriate notifications will be sent as follows:

Approve: Vendor and executive nodal officer

Forward for verification: executive nodal officer and verification subordinate

Reject: Vendor and executive nodal officer

Forward to finance: Executive nodal officer and finance nodal officer



Documents
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12. The official can also add as many deductions as they want by clicking on ‘Add Deduction’ which will
deduct the total amount with the total amount of deductions added.

13. The finance department will also add SAP related fields like texts and payment reference number
along with delivery date.

14. The bill request will show in a non-editable format to the finance nodal officer who will have the
option to either return to the vendor, assign to subordinate for verification or forward toexecutive.

Documents

ACTBILLA *

-

16. In case the finance department wishes to return the request back to nodal officer, they will have an
option to reverse the service entry sheet created by checking the checkbox for ‘Reverse Service Entry
Sheet/Invoice parking’.

17. The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG,.JPG.

18. DMRC official can upload documents.

19. DMRC official will add their remarks for this overall request.

20. DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

21. Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’
for download or view.

22. Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks’.

23. If forwarded to verification user, they can also make changes on the request and send it back to the nodal
officer as approved/rejected.

24. The nodal officer and verification user can also view remarks of the request and the uploadedfiles.

10. RA BILL (With Abstract) FINANCE APPROVAL

This screen will be used by the finance nodal officer to send either assign the bill payment request to his subordinate or verify himself and send it to executive nodal
officer.
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The new RA bill request will show on the dashboard under Abstract Bill.

3




Reports

Service Details Quantity Unit Rate Regested Qty  Approve®  Approve Qty.  Approve Amt. Remarks
Vendor SignUp
ITEM 1 20 20,00 Activityu 200,00 2000 20,00 200.00
Vendor Contract
ITEM 2 30 30,00 Activityu 40000 1500 50.00 1500 30000
BOQ
»
BOQ Variation
Deductions
Description Amount Action
Final Bill
Abstract Bill
NonAbstract Bill Total Bill Percentage * Total Bill Total Deduction * Final Amount *
10000 50000 0.00 500.00
Payment to DMRC
Item Text * Place of Supply * Business Place * GRN/SERVICE Header Text
Vendor Modification
Invoice Header Text *
Documents
Abstract bill2 Abstract bill3
Remark * Actions *
[ ]

The bill request will show in a non-editable format to the finance nodal officer who will have the option to either return to the executive nodal officer, assign to subordinate for
verification.

The nodal officer and verification user can also view remarks of the request and the uploaded files.
Appropriate notifications will be sent as follows:

Approve: executive and finance nodal officer

Forward for verification: finance nodal officer and verification subordinate

Reject: finance nodal officer and executive nodal officer

11. RA BILL (Without Abstract) EXECUTIVE APPROVAL

This screen will be used by the finance nodal officer to send either assign the bill payment request to his
subordinate or verify himself and send it to executive nodal officer.



APPROVAL PROCESS

Vendor Request

Executive Nodal Forward to finance depariment
g Officer < Approval
I
= 1
§ A 4 4
@ Finance Nodal Submitted to SAP
Officer
L 4

Reject/Return

Reject/return.

Accept/Reject and Revert
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B Reports
Vendor Contract 3 4 4 7
Registration + BOQ Variation (Vendor) Advance Payment Abstract Bill
= =
1 3 3 ¢ 3
Non Abstract Bill Final Bill Info Modification , Payment To DMRC E
= [ ] C ]
11 2
BOQ Variation (DMRC) Store Bill Approval
= E=E

The new RA bill request will show on the dashboard under Non Abstract Bill.




Details

Contract Details
LOA/PO Number - PPQQMMZZ
tion - TESTING

Currency - Indian Rupee

Applied Total Bill Percantsge *

50.00

Service Details Quantity Unit Rate Regested Qty Bill % Approve Qty. Approve Amt. Remarks

ITEM 2 55 2500
ITEM 4 80 2500 5 50 e |
3
Deductions
Description
Total Bill * Total Deduction * Final Amount *
168750 000 158750
Hem Text * Place of Supply * Business Place * GRM/SERVICE Header Text *
ITEM TEXT - Nidelesad) - DMRC-DMRC GRIN/SERVICE HEADER TEXT
Invoice Header Text * Bill Assign * Delivery Date Bill Pay Reference No.
INVOICE HEADER TEXT 19/Feb/2000 fu)
Parking Inv. No. SenviceNo.
Documents

ABSTRACT BILLA

Freesene m

Actions *

1. The official can also add as many deductions as they want by clicking on ‘Add Deduction’ which will
deduct the total amount with the total amount of deductions added.

2. The finance department will also add SAP related fields like texts and payment reference number
along with delivery date.

3. The bill request will show in a non-editable format to the finance nodal officer who will have the
option to either return to the vendor, assign to subordinate for verification or forward toexecutive.
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11.

12.

13.
14.
15.

16.
17.
18.
19.
20.
21.
22.

Documents

STRACT BILL4 *

£ =0 oo

In case the finance department wishes to return the request back to nodal officer, they will have an
option to reverse the service entry sheet created by checking the checkbox for ‘Reverse Service Entry
Sheet/Invoice parking’.
The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG,.JPG.
DMRC official can upload documents.
DMRC official will add their remarks for this overall request.
DMRC official can preview their request before submitting by clicking ‘PREVIEW’.
. Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’
for download or view.
Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks’.
If forwarded to verification user, they can also make changes on the request and send it back to the nodal
officer as approved/rejected.
The nodal officer and verification user can also view remarks of the request and the uploadedfiles.
The bill amount can be altered by the nodal officer by changing final percentage of the amount.
The bill request will show in a non-editable format to the executive nodal officer who will have the option to either return to the vendor, assign to subordinate for
verification or forward to finance.
If forwarded to verification user, they can also make changes on the request and send it back to the nodal officer as approved/rejected.
The nodal officer and verification user can also view remarks of the request and the uploaded files.
Appropriate notifications will be sent as follows:
Approve: Vendor and executive nodal officer
Forward for verification: executive nodal officer and verification subordinate
Reject: Vendor and executive nodal officer
Forward to finance: Executive nodal officer and finance nodal officer

12. RA BILL (Without Abstract) FINANCE APPROVAL

13. This screen will be used by the finance nodal officer to send either assign the bill payment request to his subordinate or verify himself and send it to executive nodal
officer.
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The new RA bill request will show on the dashboard under Abstract Bill.
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E Reports

Service Details Quantity Unit Rate Amount Regested Qty  Approve®  Approve Qty.  Approve Amt. Remarks
Vendor SignUp
ITEM 1 20 20,00 Activityu 200,00 2000 100.00 20,00 200.00
Vendor Contract
ITEM 2 30 30,00 Activityu 40000 1500 50.00 1500 30000
BOQ
»
BOQ Variation
Deductions
Pro Payment
Description Amount Action
Final Bill
Abstract Bill
NonAbstract Bill Total Bill Percentage * Total Bill Total Deduction * Final Amount *
10000 50000 0.00 500.00
Payment to DMRC

Ttem Text * Place of Supply * Business Place * GRN/SERVICE Header Text *
Vendor Modification B

Invoice Header Text *

Documents
Abstract bill2 Abstract bill3
Remark * Actions *

£ C= £

The bill request will show in a non-editable format to the finance nodal officer who will have the option to either return to the executive nodal officer, assign to subordinate for
verification.

The nodal officer and verification user can also view remarks of the request and the uploaded files.
Appropriate notifications will be sent as follows:

Approve: executive and finance nodal officer

Forward for verification: finance nodal officer and verification subordinate

Reject: finance nodal officer and executive nodal officer

14. FINAL BILL EXECUTIVE APPROVAL

APPROVAL PROCESS




Vendor Requast

Executive Nodal

Forward

to finance depariment

Officer

A

RejectReturn

Assign for verification
OR
Rejectireturn.

Accept/iReject and Revert

Approval

¥

Finance Nodal

Officer

RejectiReturn

ASS

Subordinate 1

h 4

¥

Subordinate N

Accept/iReject and Revert

ign for verification
OR
Reject/return.

¥

Subordinate 1

h 4

Submitted to SAP

L

Accept/iReject and Revert

h 4

Accept/Reject and Revert

Subordinate 2

This screen will be used by the executive nodal officer to send either assign the bill payment request to his
subordinate or verify himself and send it to finance nodal officer.

et g1 =
DMRC =

@ Dashboard Dashboard
B Reports
Vendor Contract 3
Registration
BOQ Variation
Pro Payment 1
Final Bill Non Abstract Bill
Aestract il =3
NonAbstract Bill
Store Bill 11
BOQ Variation (DMRC)
Payment to DMRC

Vendor Modification

SAP

4

BOQ Variation (Vendor)

4

Advance Payment

3

Final Bill

a Info Modification

2

Store Bill Approval

4

The new final bill request will show on the dashboard under Final Bill.

7

Abstract Bill

3

Payment To DMRC

=




Total App. Bill Qty e Total App. Bill Amt

TEM 10 10000 105 1050000 10000 105 1050,000 10000 105 Activity unit 1050000

Final Bill

Abstract Bill

TEM7 7.000 75 52500 7000 75 52500 7000 75
NonAbstract Bill

TEMe 8000 85 68,000 8,000 8s 68000

Payment to DMRC

M 0 ES 5: 00 95 85 o 95 Activity unic 5!
Vendor Modification ITEM$ 9.000 855000 9.000 ,55.000 9.000 Activity un 855000

Showing 1 to 10 of 10 entries

Deductions

Description Amount Action

12. This request will be generated by vendor to generate a final bill of all the unbilled quantities and
services.

13. Allthe total deductions on this contract and net payable amount will also be shown.

14. The finance department can also add deductions to the bill by clicking ‘Add Deductions’. They can add
as many deductions as they whose total will be deducted from the final bill.

15. The bill request will show in a non-editable format to the finance nodal officer who will have the
option to either return to the vendor, assign to subordinate for verification or forward toexecutive.

16. The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.

17. DMRC official can upload documents.

18. Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’
for download or view.

19. Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks'.

20. DMRC official will add their remarks for this overall request.

21. DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

22. Appropriate notifications will be sent as follows:

23. Approve: Vendor and executive nodal officer

24. Forward for verification: executive nodal officer and verification subordinate

25. Reject: Vendor and executive nodal officer

26. Forward to finance: Executive nodal officer and finance nodal officer

15. FINAL BILL FINANCE APPROVAL

This screen will be used by the executive nodal officer to send either assign the bill payment request to his subordinate or verify himself and send it to finance nodal officer.
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Vendor Modification

The new final bill request will show on the dashboard under Final Bill.

Dashboard
0 +@® 0 0 0
Signup Request i Registration + BOQ/PO BOQ Variation (Vendor)
=3 =3
1 al 0 1
Provisional Payment E Abstract Bill Non Abstract Bill Final Bill
== = = =
0 ¢ 0 0
Info Modification , Payment To DMRC BOQ Variation (DMRC)
EZ CE=3 =



et w1yl — [ -
DMRC = JaR - TR

ServiceDetails 1 e Qty 3 Total App. Bill Qty X ‘Total App. Bill Amt

ITEM1 1000 15 150 1000 15 150 1000 15 Activity unit 150
ITEM 10 10000 105 1050000 10000 105 1050000 10000 105 Activity unit 1050000
ITEM2 2000 2 500 2000 25 500 2000 25 Activityunit 500

ITEM 2 2000 35 1050 3.000 35 1050 3.000 33 Activity unit 1050
TEMS 4000 45 1200 4,000 45 1800 4,000 45 Activity unit 1800
ITEMS 5000 55 2750 5.000 55 2750 5.000 55 Activityunit 2750
Final Bill

ITEM& 5000 &5 3500 4000 6 3900 4000 65 Activityunit 3900

Abstract Bill

TEM7 7000 75 52500 7.000 75 52500 7.000 75 Activityunit 52500
NonAbstract Bill

ITEMS 8000 a5 48,000 8.000 &s 68,000 8.000 85 Activityunit | 68000

Payment to DMRC

ProPayment ===a

vendor Modification ITEM? 5,000 95 855000 2,000 %5 855000 2,000 95 Activityunit 855,000

Showing 1ta 10 of 10 entries

Deductions

Description Amount Action

Total Deduction Provisional/Advanced Final Bill
000 0 2035650.00
Ttem Text ~ Place of Supply ~ Business Place * GRR/SERVICE Header Text *

Invoice Header Text *

Documents

Document 333

The bill request will show in a non-editable format to the executive nodal officer who will have the option to either return to the vendor, assign to subordinate for verification or
forward to finance.

The nodal officer and verification user can also view remarks of the request and the uploaded files.
Appropriate notifications will be sent as follows:

Approve: executive and finance nodal officer

Forward for verification: finance nodal officer and verification subordinate

Reject: finance nodal officer and executive nodal officer

16. Add New Contract Executive Approval

This screen will be used by the finance nodal officer to send either assign the new contract request to his
subordinate or verify himself and send it to executive nodal officer.

APPROVAL PROCESS




wendor Request
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RejectReturn
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Vendor approval will follow this flow.
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faweht #el
DMRC

@ Dashboard

B Reports

Vendor Contract

BOQ

Pro Payment

Final Bill

Abstract Bill

Store Bill

Payment to DMRC

Vendor Modification

SAP

Dashboard

3

Registration

1

Non Abstract Bill

11

BOQ Variation (DMRC)

4

BOQ Variation (Vendor)

3

Final Bill

2

Store Bill Approval

4

Advance Payment

a Info Modification

1

All the pending registration requests will be shown in the dashboard.

et At
DMRC

@ Dashboard
ports
Vendor Contract
BOQ
BOQ Variation
Pro Payment
Final Bill
Abstract Bill
NonAbstract Bill

Store Bill

Payment to DMRC

Vendor Modification

SAP

Vendor Registration Request/Finance

Contract Descrption

7

Abstract Bill

3

Payment To DMRC

Search:

Created Dt

=

Action

LOA/PO/LEASE
1 DEMO 1
2 DEMO 2
3 DEMO 3

Showing 1 to 3 of 3 entries

Contract Type
NAME 1 Non Store
NAME 2 Store
NAME 3 Nen Store

DESCRIPTION 1

DESCRIPTION 2

DESCRIPTION 3

ABC@XYZ.COM

ABC@XYZCOM

ABC@XYZ.COM

01-06-2021

28-05-2021

25-03-2021

A grid of all the registration requests will be shown for the nodal officer to proceed from.

Vendor Registration Approval

Contract Details

Contract Type-Non Store

LOA /PO Number -AABBCCDD
PO CREATION IN SAP

Multi Currency-Yes

Multi Party-Yes

Vendor Information

Title Name Country Region
Mr NAME 1 India Uttar Pradesh
Postal Code City Street House No. Telephone
201301 Naida 16 9999999999
Mobile Phone Fax E-Mail Contract Number
9999999999 9999999999 ABC@XYZ.COM ABC957



Bank Details

GST Registration Number PAN Number Bank Name
s S O9BWIPLS238A275 BWIPLS238A icicl
Bank Address with State PIN Bank Country Beneficiary Account Type Beneficiary Account Name
Uttar Pradesh ndia Saving Account MAME 1
Beneficiary Account Number IFSC Code MSME Number
99995959 SBIND005943 [Jmsme 4902392
Account Details
Recon Account * Search Term Sort Key * Cash Management Group *
Creditars of the enterprise, 3rd party securities - NO Allocation number B Domestic -
Payment Terms * Chk Cashing Time = Payment Method * House Bank *
0002 - 10 C - CENTRAL BANK OF INDIA - IT PARK -
Order Currency * Inco Terms * Schema Group * Account Group
Albanian Lek - Carriage and insurance paid to - DMRC Locsl Vendor - DMRC - Services -
GR Based Invoice Verification Service Based Invoice Verification
Withholding TAX
Witholding Tax Type Rec Type W Tax ID
S5 Withholding taxc Possible employees - Witax Liable Texcpayer not self-withholding - 05464
witholding Tax Type Rec Type W/ Tax ID
SSWithholding tax Possible emplovees - Witax Liable Service Tax Reverse Charge - 05464
Witholding Tax Type RecType W/ Tax ID
55 Withholding tax: Possible employees - Wrtax Liable Taxed paym.cards -small busine - 333
Documents
Document 12
Action SAP Vendor Code
Aporove - Create New
Purchase Organization Remarks
Central Purchase Org - Show Remark

SUBMIT PREVIEW VERIFY

Nt

v o

On choosing one request, the registration form will be open in a non-editable format.

The nodal officer can also upload documents if required.

Based upon the GST + PAN + Account number, system will identify if the vendor already exists in SAP.
The finance department will choose if they wish to create a new vendor in SAP by selecting ‘Create
New’ in ‘SAP Vendor Code’ drop-down list. They can also move forward with an existing vendor if the
GST+PAN+Account number combination already exists in SAP. Such vendors will be shown in the same
drop-down and user can choose the same. In this case the vendor will not be created in SAP.

SAP Vendor Code Enter SAP Vendor Code *

Enter vendor code -

They can also add the SAP vendor code manually by selecting ‘Enter vendor code’.

The finance nodal officer has to verify the documents by clicking ‘VERIFY’ and then either send it for
verification to subordinate or forward it to finance nodal officer directly.

Apart from the vendor details, the finance user will also have to input the SAP related fields like
account details and withholding tax.

The finance user can add as many withholding tax as they want by clicking ‘ADD’ which will add a new
line of item to input the tax.

All the account and withholding tax details will be interfaced from SAP.




10. Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS'
for download or view.

11. Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks’'.

12. The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.

13. DMRC official will upload documents required by DMRC.

14. DMRC official will add their remarks for this overall request.

15. DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

16. On choosing one request, the registration form will be open in a non-editable format.

17. The nodal officer can also upload documents if required.

18. The executive nodal officer has to choose the purchase organization, verify the documents by clicking VERIFY and then either send it for verification to subordinate or
forward it to finance nodal officer directly.

19. Notifications will be sent to the nodal officer and the user to whom the request has been forwarded.
20. The subordinate will have an option to either approve/reject the request or send it back to the nodal officer or send It further for verification to another subordinate.

17. Add New Contract Finance Approval

This screen will be used by the finance nodal officer to send either assign the onboarding request to his subordinate or verify himself and send it to finance nodal
officer.

Vendor Requast

Executive Nodal Forward to finance depariment
Ofiicer

A

Approval

v h 4

Finance Modal Submitted to SAFP

Officer

RejectiReturn

Reject/Return

Assign for verificatio
OR.
Rejectireturn.

Assign for verificatio
OR
Rejectireturn.

Accept/Reject and Revert

Assign
Accept/Reject and Revert

¥

Assign

¥

Subordinate 1

i

r

Subordinate 1

h 4

h 4

Accept/Reject and Revert

Subordinate N
h 4

AcceptReject and Revert

Subordinate 2

Vendor approval will follow this flow.



@ Dashboard Dashboard
B Reports

1

Registration

Vendor SignUp 0 0 0

Signup Request BOQ/PO BOQ Variation (Vendor)

=3 =3 =3

Vendor Contract
BOQ

BOQ Variation

i = B N .
Pro Payment Provisional Payment Abstract Bill Non Abstract Bill Final Bill
Final Bl =3 =3 =3

Abstract Bill

NonAbstract Bill 0 ® 0 0
Info Modification R Payment To DMRC BOQ Variation (DMRC)

Payment to DMRC =3 =3

All the pending registration requests will be shown in the dashboard.

et A1 _
DMRC =

@D -2hioat Vendor Registration Request/Executive

B Reports
Vendor Si Show 10 rows = Search:
LOA/PO/LEASE 1. Name t Type Contract Descrption Email
85776655 TEST APPLICATION Non Store TEST CONTRACT KVAZAMITYSOFTWARE.COM

BOQ Variation Showing 1 to 1 of 1 entries
Pro Payment

Final Bill

Abstract Bill

NonAbstract Bil

Payment to DMRC

Vendor Modification

A grid of all the registration requests will be shown for the nodal officer to proceed from.

Contract Details

Vendor Information

Title Name

Region
M TEST APPLICATION B1 Uttar pradesn
Postal Code Gty Country Teleghans
201301 NOIDA ncia
Mobiie PhoneFax Email
515571417535 09663562377 KUARAMITYSOFTWARE COM
Payment to DMRC
Bank Details
PAN Number BankName
egistered Under GST ACT ) T

Bank Address with State PIN BankCounty Beneficiary Acco
UTTARPRADESH Indiz ABHISHEKLAL
Beneficary Account Number IFSCCode

949329847 SBINDDDS43

Documents

Bill Copy

Purchase Organization Remarks

Action

Action




Account Details

Recon Account Search Term Sort Key Cash Management Group
Payment Terms Chk Cashing Time Payment Method House Bank
Order Currency Inco Terms Schema Group Account Group

DMRC - Services -

[ GR Based Invoice Verification [0 Service Based Invoice Verification

Withholding TAX
Witholding Tax Type RecType W/ Tax ID
[] Witax Liable

On choosing one request, the registration form will be open in a non-editable format.
The nodal officer can also upload documents if required.

Apart from the vendor details, the finance user will also have to input the SAP related fields like account details and withholding tax.
All the account and withholding tax details will be interfaced from SAP.

The executive nodal officer has to choose the purchase organization, verify the documents by clicking VERIFY and then either send it for verification to subordinate or forward it to
finance nodal officer directly.

Notifications will be sent to the nodal officer and the user to whom the request has been forwarded.

The subordinate will have an option to either approve/reject the request or send it back to the nodal officer or send It further for verification to another subordinate.

The nodal officer and verification user can also view remarks of the request and the uploaded files.
Appropriate notifications will be sent as follows:

Approve: Vendor and executive nodal officer

Forward for verification: executive nodal officer and verification subordinate

Reject: Vendor and executive nodal officer

Forward to finance: Executive nodal officer and finance nodal officer

18. Vendor Modification Executive Approval

Once a request for vendor modification has been submitted by the vendor, their nodal officer will receive
the request on their dashboard under ‘Info Modification’ card.



fowelt A1

DMRC

@ Dashboard

B Reports

Vendor Contract

BOQ

BOQ Variation

Pro Payment

Final Bill

Abstract Bill

NonAbstract Bill

Store Bill

Vendor Modification

SAP

Dashboard

Registration 1"

Non Abstract Bill E

BOQ Variation (DMRC) 1

4

BOQ Variation (Vendor)

3

Final Bill

2

Store Bill Approval

4

Advance Payment

=

3

Info Modification

4

i/

Abstract Bill

3

Payment To DMRC

=

All the pending requests for Vendor Modification will be shown in the grid on which the DMRC official can

take action on.



Vendor Approval Request/Executive

Contract
Contract Descrption

Type

1 LAX001 ls_;\\ﬁfgloPRlYA Non Store LAXMIPRIYA SAHOO LPS@AMITYSOFTWARE.COM
2 0OM100067 OM PRAKASH Non Store OM PRAKASH OM.PRAKASH621@GMAIL.COM
3 NEWFRIDAYTEST NAITIK GUPTA Non Store CONTRACT DETAILS FOR DMRC AXG@AMITYSOFTWARE.COM
4 DMRCTESTO1 RACHIT Non Store CONTRACT DETAILS FOR DMRC AXG@AMITYSOFTWARE.COM
5 TESTWEDO2 MANNU SINGH Non Store CONTRACT DETAILS FOR DMRC AXG@AMITYSOFTWARE.COM
6 SANJAY RANGIT Non Store SANJAY ONE DMRC@AMITYSOFTWARE.COM
7 THURSDAY TEST 01 ARJUN GUPTA Non Store CONTRACT DETAILS FOR DMRC SXR@AMITYSOFTWARE.COM
8 WEDNESDAY TEST AKASH Non Store TESTING AXG@AMITYSOFTWARE.COM
9 TESTMONDAY 01 AKASH Non Store CONTRACT DETAILS FOR DMRC AXG@AMITYSOFTWARE.COM
10 0OM100035 OM PRAKASH Non Store OM PRAKASH OM.PRAKASH621@GMAIL.COM

w
-
o
7
=

Showing 1 to 10 of 25 entries

First 2

1. Allthe pending requests will be shown in the grid on clicking ‘More Info’ in the
dashboard for info correction.

2. On selecting a particular request, all the details entered by the vendor will be available on clicking view along with the vendor contracts selected on which these
changes need to be effected.

3. Onclicking show remark, all the remarks history will be shown for that particular request by each DMRC official.

4. The nodal officer will have an option to either assign to subordinate, approve and forward to finance or sent the request back to vendor if any discrepancy is found
in the data/attachments submitted.

Vendor Modification Approval/Finance

Contract Details
LOA /PO Number -TESTDMRCOI
TESTING

Vendor Information

Title
Mr
Postal Code
208021

Mobile

9999999999

Bank Details

)| Registered Under GST ACT

Bank Address with State PIN
BANK 002 KOYLA NAGAR
Beneficiary Account Number

999999999

Name

DEMO 1

City

KANPUR

Phone Fax

9999999999

GST Registration Number

22AAAAADI25A1Z5

Bank County

India

IFSC Code

999999999

Country
India

Stree House No

e

TREET 2

Email

ABCE@XYZ.COM

PAN Number
F54135WER
Beneficiary Account Type

Saving Account

| MsME

Region
Uttar Pradesh
Telephone

999999999999

Contract Number

1254785698

Bank Name
DES

Beneficiary Account Name
SBIBANK

MSME Number

123456



10.

11.

12.
13.

14.
15.
16.
17.

18.

19.
20.

Account Details

Payment Terms Chk Cashing Time Payment Method House Bank

@
¢
c
(%
3
2]
e

Order Currency Inco Terms Schema Group

|_J GR Based Invoice Verification [ Service Based Invoice Verification

Withholding TAX

Witholding Tax Type Rec Type W/ Tax ID

Existing Contract
TESTDMRCO1

P

Purchase Organization emark

8 e s
Purchasing Orgn 0001 =
Action *
=) ()

On selecting a particular request, all the details entered by the vendor will be available on clicking view
along with the vendor contracts selected on which these changes need to be effected.

The existing contracts on which these changes have been requested by the vendor will be shown as
selected automatically.

The finance department will only have the option to take suitable action and not change any details.
On clicking show remark, all the remarks history will be shown for that particular request by each
DMRC official.

The nodal officer will have an option to either assign to subordinate, approve and forward to finance
or sent the request back to vendor if any discrepancy is found in the data/attachments submitted.
The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.

DMRC official can upload documents.

Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’
for download or view.

Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks'.

DMRC official will add their remarks for this overall request.

DMRC official can preview their request before submitting by clicking ‘PREVIEW’.



6. Store

e) Advance Bill

This screen will be used by the finance nodal officer to send either assign the advance payment request to
his subordinate or verify himself and send it to executive nodal officer on approval.

APPROVAL PROCESS
syt = Q& ovecasnciy
St Dashboard
B Reports
Vendor Contract 3 ll' 4 9 4 E 7/ E
~ Registration BOQ Variation (Vendor) Advance Payment Abstract Bill
BOQ Variation
L iamen 1 3 3 ® 3
Final Bill Non Abstract Bill E Final Bill a Info Modification / Payment To DMRC E
Abstract Bill m m m m

NonAbstract Bill

Store Bill 11 2
BOQ Variation (DMRC) Store Bill Approval
Payment to DMRC m m

Vendor Modification

SAP

The new advance payment request will show on the dashboard under Advance Payment.

Service Details Unit Rate Unit Amount Approved Qty Approved Amount  Remarks Remarks

s1 10.000 1200.00 Inch 12000.00 5 6000.00 View Remark

Deductions

Description Amount Action

ASDFASDF 5000.00

Requested Bill * Approved Bill * Total Deduction * Final Bill *

12000.00 6000.00 5000.00 1000.00

Documents

ABSTRACT BILL4 *

Choose file Upload

Remark *

SUBMIT PREVIEW

1. The advance payment request will show in a non editable format to the finance nodal officer who will
have the option to either return to the vendor, assign to subordinate for verification or forward to
finance.

2. The finance user can also add deductions to the bill by clicking ‘ADD DEDUCTION’. The description and
amount will be needed for the same.




3. Total amount, deduction amount and amount payable will also be shown for reference purposes.

4. If forwarded to verification user, they can also make changes on the request and send it back to the
nodal officer as approved/rejected.

5. The nodal officer and verification user can also view remarks of the request and the uploaded files.

6. The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.

7. DMRC official can upload documents.

8. Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’

for download or view.

9. Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks’'.

10. DMRC official will add their remarks for this overall request.

11. DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

f) Store Bill

This screen will be used by the finance nodal officer to send either assign the bill payment request to his subordinate
or verify himself and send it to executive/store nodal officer.

APPROVAL PROCESS

= oA 2 v
@ Dashboard Dashboard
B Reports
Vendor Contract 3 + 4 4 7
Registration BOQ Variation (Vendor) Advance Payment Abstract Bill
BOQ Variation
Pro Payment 1 3 3 Y 3
Final Bill Non Abstract Bill @ Final Bill E Info Modification , Payment To DMRC E
e == =2 =3 =
NonAbstract Bill
Store Bill 11 2
BOQ Variation (DMRC) l Store Bill Approval 1
Vendor Modification

SAP

The new store bill request will show on the dashboard under Store Bill.

Store Bill Approval

SearCh:

Sr.No 1. | Number Total Amount Paid Balance Action
1 51000161 0 0 0 View Bills
2 51000161 2116444 0 0 View Bills

Showing 1 to 2 of 2 entries



All the pending requests will be shown in the grid and the DMRC official can click on ‘View Bill’ to take
action on the same.

Uploaded Bills

Sr.No Type Number Final Amt Final % Final Payable Amt Created Date
1 51000161 7.500 100.00 0.00 01Jun2021

/2 51000161 5500 100.00 0.00 27May 2021

On clicking ‘View Bill’, a popup will open which will show all the store bills that have been submitted for
that particular contract.

The finance user can then choose a particular bill by clicking ‘View’, and take suitable action on the same.

1. All the details of the bill will be available in a non editable format and the finance user will have the
option to only take action on the same.

2. They can also add deductions to the bill by clicking ‘Add Deduction’. They can add as many deductions
as they want and the total deduction amount will be deducted from the total payable amount.

3. Total bill, total deduction and final payable amount will also be shown in a non editable format.

4. The finance officer can also view terms of payment for the PO for which this bill has been submitted by
clicking ‘View Terms of Payment’.

5. The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.

6. DMRC official can upload documents.

7. Documents uploaded in all previous steps of approval will be available under “VERIFY DOCUMENTS’
for download or view.

8. Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks’.

9. DMRC official will add their remarks for this overall request.

10. DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

g) Add New Contract

This screen will be used by the finance nodal officer to send either assign the new contract request to his
subordinate or verify himself and send it to executive nodal officer.

APPROVAL PROCESS




fowelt A1

DMRC = &
@ Dashboard Dashboard
B Reports
Vendor Contract 3 4 4 7
Registration + BOQ Variation (Vendor) Advance Payment E Abstract Bill
== =3 == =3
BOQ Variation
Pro Payment 1 3 3 ® 3
Final Bill Non Abstract Bill E Final Bill a Info Modification l Payment To DMRC E
taean =3 = =3 =3
e 11 ! 2 !
Store Bill
BOQ Variation (DMRC) Store Bill Approval
Payment to DMRC m m
Vendor Modification
SAP
All the pending registration requests will be shown in the dashboard.
et Aet
DMRC = Q

@]i0=cniod Vendor Registration Request/Finance

Reports
Vendor Contract Search: | Searc
BOQ Contract Type ct Descrption Created Dt
BOQ Variation 1 DEMO 1 NAME 1 Non Store DESCRIPTION 1 ABC@XYZ.COM 01-06-2021 View
Pro oot 2 DEMO2 NAME 2 Store DESCRIPTION2 ABC@XYZ.COM 28-05-2021 View
Final Bill 3 DEMO 3 NAME 3 Non Store DESCRIPTION3 ABC@XYZ.COM 25-03-2021 View

Abstract Bill Showing 1 to 3 of 3 entries
NonAbstract Bill

Store Bill

Payment to DMRC

Vendor Modification

SAP

A grid of all the registration requests will be shown for the nodal officer to proceed from.

Vendor Registration Approval

Contract Details

Contract Type-Non Store

LOA /PO Number -AABBCCDD
PO CREATION IN SAP

Multi Currency-Yes

Multi Party-Yes

Vendor Information

Title Name Country Region
Mr NAME 1 India Uttar Pradesh
Postal Code City Street House No. Telephone
201301 Noida 16 9999999999
Mobile Phone Fax E-Mail Contract Number
9999999999 9999999999 ABC@XYZ.COM ABC987



Bank Details

Registered Under GST ACT
Bank Address with State PIN
Uttar Pradesh

Beneficiary Account Number

99999999

Account Details
Recon Account *
Creditars of the enterprise, 3rd party securities
Payment Terms *
0002
Order Currency *

Albanian Lek

GR Based Invoice Verification

Withholding TAX
Witholding Tax Type

S5 Withholding tax Possible employees

Witholding Tax Type

55 Withholding tax Possible emplovees

Witholding Tax Type

55Withholding tax: Possible employees

Documents
Document 12

Choose file

Action
Approve

Purchase Organization

Central Purchase Org

GST Registration Number
OSBWIFLS238A275
Bank Country
ndia

IFSC Code

SBIND005943

Search Term *

NO

Chk Cashing Time *

10

IncoTerms *

Carriage and insurance paid to

Service Based Invoice Verification

Rec Type

- Witax Liable Tax-payer not self-withholding
Rec Type

- W/tax Liable Service Tax Reverse Charze
RecType

- W/tax Liable Taved paym cards -small busine

SAP Vendor Code
- Create New

Remarks

PAN Mumber

BWIPLIZ36A
Beneficiary Account Type

Saving Account

[ msmEe

Sort Key *
Allocation number

Payment Method =
c

Schema Group *

DMRC Local Vendor

W Tax ID
- 05464
W/ Tax ID
= 05464
W/ Tax ID
- 333

SUBMIT PREVIEW VERIFY

Bank Mame
ICICI

Beneficiary Account Name
MAME 1

MSME Number

4502392

Cash Management Group *

Domestic .
House Bank *
CENTRAL BANK OF INDIA - IT PARK -

Account Group *

DMRC - Services -

N

w

On choosing one request, the registration form will be open in a non editable format.
The nodal officer can also upload documents if required.

Based upon the GST + PAN + Account number, system will identify if the vendor already exists in SAP.
The finance department will choose if they wish to create a new vendor in SAP by selecting ‘Create
New’ in ‘SAP Vendor Code’ drop-down list. They can also move forward with an existing vendor if the
GST+PAN+Account number combination already exists in SAP. Such vendors will be shown in the same
drop-down and user can choose the same. In this case the vendor will not be created in SAP.

SAP Vendor Code Enter SAP Vendor Code *

Enter vendor code -

They can also add the SAP vendor code manually by selecting ‘Enter vendor code’.

The finance nodal officer has to verify the documents by clicking ‘VERIFY’ and then either send it for
verification to subordinate or forward it to finance nodal officer directly.

Apart from the vendor details, the finance user will also have to input the SAP related fields like
account details and with holding tax.

The finance user can add as many with holding tax as they want by clicking ‘ADD’ which will add a new
line of item to input the tax.

All the account and withholding tax details will be interfaced from SAP.




10.

11.

12.
13.
14.
15.

Documents uploaded in all previous steps of approval will be available under ‘'VERIFY DOCUMENTS’
for download or view.

Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks’'.

The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.

DMRC official will upload documents required by DMRC.

DMRC official will add their remarks for this overall request.

DMRC official can preview their request before submitting by clicking ‘PREVIEW’.




7. Lease

f) Onboarding

This screen will be used by the finance nodal officer to send either assign the new contract request to his
subordinate or verify himself and send it to executive nodal officer.

APPROVAL PROCESS

fowelt A1

DMRC

@ Dashboard

B Reports

Vendor Contract

BOQ

BOQ Variation

Pro Payment

Final Bill

Abstract Bill

NonAbstract Bill

Store Bill

Payment to DMRC

Vendor Modification

SAP

Dashboard

Registration l“

4

BOQ Variation (Vendor)

Non Abstract Bill @ Final Bill

BOQ Variation (DMRC) l Store Bill Approval

4

Advance Payment

3
Info Modification

All the pending registration requests will be shown in the dashboard.

et Aet
DMRC

@ Dashboard
Reports

Vendor Contract

E Abstract Bill E

" 3 E
2 Payment To DMRC

Ll & DMRC3SINGH v

Search:

BOQ Contract Type Contract Descrption Created Dt Action

BOQ Variation 1 DEMO 1 NAME 1 Non Store DESCRIPTION 1 ABCEXYZCOM 01-06-2021
Pro Pt 2 DEMO2 NAME 2 Store DESCRIPTION 2 ABCEXYZ.COM 28-05-2021 =
ST 3 DEMO3 NAME 3 Non Store DESCRIPTIONS ABC@XYZCOM 25-03-2021

Abstract Bl Showing 1 to 3 of 3 entries
NonAbstract Bill

Store Bill

Payment to DMRC

Vendor Modification

SAP

A grid of all the registration requests will be shown for the nodal officer to proceed from.



Vendor Registration Approval

Contract Details

Contract Type-Non Store

LOA /PO Number -AABBCCDD
PO CREATION IN SAP

Multi Currency-Yes

Multi Party-Yes

Vendor Information
Title

Mr

Postal Code

201301

Mobile

9999999999

Bank Details

Registered Under GST ACT
Bank Address with State PIN
Uttar Pradesh

Beneficiary Account Number

99999999

Account Details
Recon Account *
Craditors of the enterprise. 3rd party securities
Payment Terms *
0002
Order Currency *

Albanian Lek

GR Based Invoice Verification

Withholding TAX
Witholding Tax Type

SSWithholding tax Possible emplayees

Witholding Tax Type

55 Withholding tax Posslble emplovees

Witholding Tax Type

sSWithholding tax: Possible employees

Documents
Document 12

Choose file

Action
Approve

Purchase Organization

Central Purchase Org

Name

MNAME 1
City
Noida

Phone Fax

99999959999

GST Registration Number

O9BWIPLS238A275

Bank Country

India

IFSC Code

SBIND00S5943

Search Term *
NO

Chk Cashing Time *
10

IncoTerms ™

Carrisge and insurance paid to

Service Based Invoice Verification

RecType

Witax Lizble Tax-payer not self-withholding

Rec Type

Wriax Liable Service Tax Reverse Charge

Rec Type

Witax Liable Taxed paym cards -small busine

SAP Vendor Code
Create New

Remarks

Country

India

Street House No.

18
E-Mail

ABC@XYZ.COM

PAN Number

BWIPL9238A

Beneficiary Account Type

Sawing Account

[ msme

Sort Key *
Allocation number

Payment Method *
€

Schema Group *

DMRC Local Vendor

W/ Tax ID
- 05464

W Tax ID
- 05484

W/ Tax 1D
- 333

SUBMIT PREVIEW VERIFY

Region

Uttar Pradesh

Telephone
9999999999
Contract Number

ABC987

Bank Name

[silal]

Beneficiary Account Name

NAME 1

MSME Number

4902392

Cash Management Group *
Damestic

House Bank *
CENTRAL BANK OF INDIA- IT PARK.

Account Group *

DMRC - Services

1.
2.

On choosing one request, the registration form will be open in a non editable format.
The nodal officer can also upload documents if required.

3. Based upon the GST + PAN + Account number, system will identify if the vendor already exists in SAP.
The finance department will choose if they wish to create a new vendor in SAP by selecting ‘Create
New’ in ‘SAP Vendor Code’ drop-down list. They can also move forward with an existing vendor if the
GST+PAN+Account number combination already exists in SAP. Such vendors will be shown in the same
drop-down and user can choose the same. In this case the vendor will not be created in SAP.




SAP Vendor Code Enter SAP Vendor Code *

Enter vendor code -

L

They can also add the SAP vendor code manually by selecting ‘Enter vendor code’.

6. The finance nodal officer has to verify the documents by clicking ‘VERIFY’ and then either send it for
verification to subordinate or forward it to finance nodal officer directly.

7. Apart from the vendor details, the finance user will also have to input the SAP related fields like
account details and with holding tax.

8. The finance user can add as many with holding tax as they want by clicking ‘ADD’ which will add a new
line of item to input the tax.

9. Allthe account and withholding tax details will be interfaced from SAP.

10. Documents uploaded in all previous steps of approval will be available under ‘'VERIFY DOCUMENTS’
for download or view.

11. Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks’'.

12. The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.

13. DMRC official will upload documents required by DMRC.

14. DMRC official will add their remarks for this overall request.

15. DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

g) Payment to DMRC

This screen will be used by the executive nodal officer to send either assign the bill payment request to his
subordinate or verify himself and send it to finance nodal officer.

APPROVAL PROCESS
faedt w1 DMRC3 SING
@DMR‘C = £l & DMRC3SINGHv
@ Dashboard Dashboard
B Reports
Vendor Contract 3 4 4 7
Registration + BOQ Variation (Vendor) Advance Payment Abstract Bill
BOQ
=3 =3 & E=
BOQ Variation
Pro Payment 1 3 3 ’ 3
Final Bill Non Abstract Bill @ Final Bill a Info Modification , Payment To DMRC E
o =3 == &= &=
NonAbstract Bill
Store Bill 11 2
BOQ Variation (DMRC) Store Bill Approval
Payment to DMRC o m

Vendor Modification

SAP

The payment to DMRC request will show on the dashboard under Payment to DMRC.




Contract Detail
LOA/PO Number - SAMSUNG/LEASE
Description - SAMSUNG/LEASE

Currency - Indian Rupee

Service (0]:% Unit Rate Amount Remarks Action
ITEM111 5 10.00 50.00 View Remark
ITEM112 6 5.00 30.00 View Remark

Documents

Document 13
Choose file Upload

Total Amount Bank Payment Ref Number Payment Mode
80.00 IDFC 8755666554 RTGS

Remarks *

Action *

10.
11.
12.

13.

14.

15.
16.

The bill request will show in a non editable format to the finance nodal officer who will have the
option to either return to the vendor, assign to subordinate for verification or forward tofinance.
The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.

DMRC official can upload documents.

Documents uploaded in all previous steps of approval will be available under “VERIFY DOCUMENTS’
for download or view.

Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks’'.

DMRC official will add their remarks for this overall request.

DMRC official can preview their request before submitting by clicking ‘PREVIEW’.

If forwarded to verification user, they can also make changes on the request and send it back to the
nodal officer as approved/rejected.

h) Vendor Modification

Once a request for vendor modification has been submitted by the vendor, their nodal officer will receive
the request on their dashboard under ‘Info Modification’ card.

APPROVAL PROCESS




feht w1
DMRC

@ Dashboard

B Reports

Vendor Contract

BOQ

BOQ

Pro Payment

Final Bill

Abstract Bill

NonAbstract Bill

Store Bill

Payment to DMRC

Vendor Modification

SAP

All the pending requests for

take action on.

Dashboard

Registration 1+

Moreinfo

Non Abstract Bill @

BOQ Variation (DMRC) 1

Vendor Approval Request/Executive

4 4 7

BOQ Variation (Vendor) Advance Payment Abstract Bill
e ] (o ]

3 3 ® | 3

Final Bill Info Modification , Payment To DMRC
=3 =3 ==

2

Store Bill Approval

Contract

Type

1

Vendor Modification will be shown in the

Contract Descrp

Search: | Searchhere

=

grid on which the DMRC official can

LAXMI PRIYA

1 LAX001 SAHOO Non Store LAXMIPRIYASAHOO LPS@AMITYSOFTWARE.COM
2 0OM100067 OM PRAKASH Non Store OM PRAKASH OM.PRAKASH621@GMAIL.COM
3 NEWFRIDAYTEST NAITIK GUPTA Non Store CONTRACT DETAILS FOR DMRC AXG@AMITYSOFTWARE.COM
4 DMRCTESTO1 RACHIT Non Store CONTRACT DETAILS FOR DMRC AXG@AMITYSOFTWARE.COM
5 TESTWEDO2 MANNU SINGH Non Store CONTRACT DETAILS FOR DMRC AXG@AMITYSOFTWARE.COM
6 SANJAY RANGIT Non Store SANJAY ONE DMRC@AMITYSOFTWARE.COM
7 THURSDAY TEST 01 ARJUN GUPTA Non Store CONTRACT DETAILS FOR DMRC SXR@AMITYSOFTWARE.COM
8 WEDNESDAY TEST AKASH Non Store TESTING AXG@AMITYSOFTWARE.COM
9 TESTMONDAY 01 AKASH Non Store CONTRACT DETAILS FOR DMRC AXG@AMITYSOFTWARE.COM m
10 0OM100035 OM PRAKASH Non Store OM PRAKASH OM.PRAKASH621@GMAIL.COM

w
-
o
7
=

Showing 1 to 10 of 25 entries

All the pending requests will be shown in the grid on clicking ‘More Info’ in the dashboard for info
correction.




Vendor Modification Approval/Finance

Contract Details

LOA /DO Number -TESTOMRCOT
TESTING

Vendor Information

208011

Details

G5T Registration Mumber
Registered Under GST ACT

22AAAAADLIZSAITS
Bank Address with State PIN Bank County
BANKOO2KOYLANAGAA Ir+dia
Beneficiary Account Mumber IF5C Code
999999999 999999999

Stree House No

STREET 2

PAMN Number

Eeneficiary Account Type
Saving Account

K| MSME

999999999999

Bank Mame
DBS

Beneficiary Account Mame

SBIBANK

MSME Mumber
123456



Account Details
Recon Account Search Term Sort Key Cash Management Group

12345

Payment Terms Chk Cashing Time Payment Method House Bank
Order Currency Inco Terms Schema Group Account Group

|_J GR Based Invoice Verification [ Service Based Invoice Verification

Withholding TAX

Witholding Tax Type Rec Ty W/ Tax ID

°

|:l W/tax Liable

Existing Contract
TESTDMRCO1

Remarks

e [

Action *

1. On selecting a particular request, all the details entered by the vendor will be available on clicking view
along with the vendor contracts selected on which these changes need to be effected.

2. The existing contracts on which these changes have been requested by the vendor will be shown as
selected automatically.

3. The finance department will only have the option to take suitable action and not change any details.

4. Onclicking show remark, all the remarks history will be shown for that particular request by each
DMRC official.

5. The nodal officer will have an option to either assign to subordinate, approve and forward to finance
or sent the request back to vendor if any discrepancy is found in the data/attachments submitted.

6. The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.

7. DMRC official can upload documents.

8. Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’
for download or view.

9. Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks'.

10. DMRC official will add their remarks for this overall request.

11. DMRC official can preview their request before submitting by clicking ‘PREVIEW’.



i) Add New Contract

This screen will be used by the finance nodal officer to send either assign the new contract request to his
subordinate or verify himself and send it to executive nodal officer.

APPROVAL PROCESS

fawei w2t s SRR
DMRC = £ & DMRCISING

@ Dashboard Dashboard
B Reports

Vendor Contract 3 + 4 4 7
Registration BOQ Variation (Vendor) Advance Payment Abstract Bill

BOQ Variation

Pro Payment 1 3 3 @ 3
Final Bill Non Abstract Bill @ Final Bill e Info Modification , Payment To DMRC E

NonAbstract Bill

Store Bill 11 2
BOQ Variation (DMRC) Store Bill Approval

Vendor Modification

SAP

All the pending registration requests will be shown in the dashboard.

et Aet
DMRC = Q

DMRC3SINGH v

@ Dashboard

Reports
BOQ Contract Type Contract Descrption Created Dt
BOQ Variation 1 DEMO 1 NAME 1 Non Store DESCRIPTION 1 ABC@XYZCOM 01-06-2021

Pro Paymment 2 DEMO2 NAME 2 Store DESCRIPTION2 ABC@XYZCOM 2805-2021

Final Bill 3 DEMO3 NAME 3 Non Store DESCRIPTION 3 ABCEXYZCOM 25-03-2021

Abstract Bl Showing 1 to 3 of 3 entries
NonAbstract Bill

Store Bill

Payment to DMRC

Vendor Modification

SAP

A grid of all the registration requests will be shown for the nodal officer to proceed from.



Vendor Registration Approval

Contract Details

Contract Type-Non Store

LOA /PO Number -AABBCCDD
PO CREATION IN SAP

Multi Currency-Yes

Multi Party-Yes

Vendor Information
Title

Mr

Postal Code

201301

Mobile

9999999999

Bank Details

Registered Under GST ACT

Bank Address with State PIN
Uttar Pradesh

Beneficiary Account Number

99999999

Account Details
Recon Account *
Craditors of the enterprise. 3rd party securities
Payment Terms *
0002
Order Currency *

Albanian Lek

GR Based Invoice Verification

Withholding TAX
Witholding Tax Type

SSWithholding tax Possible emplayees

Witholding Tax Type

55 Withholding tax Posslble emplovees

Witholding Tax Type

sSWithholding tax: Possible employees

Documents
Document 12

Choose file

Action
Approve

Purchase Organization

Central Purchase Org

Name

MNAME 1
City
Noida

Phone Fax

99999959999

GST Registration Number

O9BWIPLS238A275

Bank Country

India

IFSC Code

SBIND00S5943

Search Term *
NO

Chk Cashing Time *
10

IncoTerms ™

Carrisge and insurance paid to

Service Based Invoice Verification

RecType

Witax Lizble Tax-payer not self-withholding

Rec Type

Wriax Liable Service Tax Reverse Charge

Rec Type

Witax Liable Taxed paym cards -small busine

SAP Vendor Code
Create New

Remarks

Country

India

Street House No.

18
E-Mail

ABC@XYZ.COM

PAN Number

BWIPL9238A

Beneficiary Account Type

Sawing Account

[ msme

Sort Key *
Allocation number

Payment Method *
€

Schema Group *

DMRC Local Vendor

W/ Tax ID
- 05464

W Tax ID
- 05484

W/ Tax 1D
- 333

SUBMIT PREVIEW VERIFY

Region

Uttar Pradesh

Telephone
9999999999
Contract Number

ABC987

Bank Name

[silal]

Beneficiary Account Name

NAME 1

MSME Number

4902392

Cash Management Group *
Damestic

House Bank *
CENTRAL BANK OF INDIA- IT PARK.

Account Group *

DMRC - Services

16. On choosing one request, the registration form will be open in a non editable format.
17. The nodal officer can also upload documents if required.

18. Based upon the GST + PAN + Account number, system will identify if the vendor already exists in SAP.
The finance department will choose if they wish to create a new vendor in SAP by selecting ‘Create
New’ in ‘SAP Vendor Code’ drop-down list. They can also move forward with an existing vendor if the
GST+PAN+Account number combination already exists in SAP. Such vendors will be shown in the same
drop-down and user can choose the same. In this case the vendor will not be created in SAP.




SAP Vendor Code Enter SAP Vendor Code *

Enter vendor code &

19.19.

20. They can also add the SAP vendor code manually by selecting ‘Enter vendor code’.

21. The finance nodal officer has to verify the documents by clicking ‘VERIFY’ and then either send it for
verification to subordinate or forward it to finance nodal officer directly.

22. Apart from the vendor details, the finance user will also have to input the SAP related fields like
account details and with holding tax.

23. The finance user can add as many with holding tax as they want by clicking ‘ADD’ which will add a new
line of item to input the tax.

24. Allthe account and withholding tax details will be interfaced from SAP.

25. Documents uploaded in all previous steps of approval will be available under ‘VERIFY DOCUMENTS’
for download or view.

26. Remarks entered in all previous steps on the request or service line of item level will be available for
reference purpose on clicking ‘View Remarks’'.

27. The document types that can be uploaded as attachment are .PDF, .JPEG, .PNG, .JPG.

28. DMRC official will upload documents required by DMRC.

29. DMRC official will add their remarks for this overall request.

30. DMRC official can preview their request before submitting by clicking ‘PREVIEW’.



8. APPROVAL PROCESS

“endor Request

Executive Nodal Forward to finance depariment
Officer

A

Approval

h

v
Finance Nodal Submitted to SAP

Reject/Return

Officer

RejectiReturn

Assign for verificatio
OR
Rejectireturn.

Assign for verification
OR
Reject/return.

Accept/Reject and Revert

Assign
Accept/Reject and Revert

¥

h 4

Subordinate 1

Subordinate 1

h 4

¥

Arccept/Reject and Revert

Subordinate N

A J

Accept/iReject and Revert

Subordinate N

Once a vendor submits a request, the executive nodal officer will receive it.

The executive nodal officer will have an option either approve it and send it to finance nodal officer or
send it to a subordinate for verification or return to vendor if there’s any discrepancy in the request
details.

The subordinate will then have an option to either approve it, reject it or assign it further to another
subordinate.

Subordinate to subordinate assignment of a request can go on to as many levels and the current
subordinate who is holding the request can also approve or reject it.

Once it is approved from the subordinate, request will go back to the executive nodal officer who will then
forward it to finance nodal officer.

Once finance nodal officer receives the request, they will again follow the same process as executive nodal
officer i.e. they can approve the request and send it back to executive nodal officer or assign it to a finance
subordinate for approval.



The subordinate will then have an option to either approve it, reject it or assign it further to another
subordinate.

Subordinate to subordinate assignment of a request can go on to as many levels and the current
subordinate who is holding the request can also approve or reject it.

Once it is approved from the subordinate, request will go back to the finance nodal officer who will then
approve and forward it to executive nodal officer.

Once the executive nodal officer receives the request from finance nodal officer, they will only have the
option of approve/return based on the action performed by finance department.

On each action, an email and SMS will be sent to the current and next user who will receive the request.

On final executive nodal action, the vendor and executive nodal officer will receive a notification of the
action taken.

Appropriate notifications will be sent as follows:

Approve: Vendor and executive nodal officer

Approve by subordinate : Subordinate and nodal officer

Assign by subordinate : Current and next subordinate officer

Forward for verification: executive nodal officer and verification subordinate
Reject: Vendor and executive nodal officer

Forward to finance: Executive nodal officer and finance nodal officer



GLOSSARY

S. No

Item

Description

Group

Service line items will be assigned to groups for posting in SAP. This is the same as items in
SAP.




