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National Informatics Centre User Manual: Megh-eBilling

Table of Contents
T Ao Yo [N Tot i o] o HUR OSSP PP UUUPRUPTOT 3
Q. PUIMPOSE . e a e e e e e aaaaeas 3
o R YU o [1=T o Tl T POV UV OPTOPRPROP 3
c. Basic requirements for Megh-eBilling SYStEM. .....ccccviiiiiiiiii e e 3
Lo T IF- o o [ oY - =L TSR 4
O 0 1 [0 B e [ 1 o PRSPPI 4
11 CrEALE USEE ...ttt e et e e e e s s 5
1.2 User Modules (Assigned Modules tO USErS)..............coccuiiiiiiiiiieeiiieccee sttt sveeesveeesteeesveeesneeens 5
1.3 IMLaN@BE USEIS ... ..o e e e e e e e e e e e e e e e e e e aaeaeens 6
1.4 RESEL USEI PASSWOIM .......cc.eeiiiiiiiiiiiiieeeee ettt ettt ettt e sa e e st e s bt e e sabee s bt e essbeesabeeesaneanns 7
1.5 UPdate DDO Bill NO..........ooiiiiiiieceee ettt e e et e e e ettt e e e s ata e e e e atae e e e nsaeeeensaeeesnnsaneean 7
1.6 IMANAEE PAYCES ... 7
7 2 o Yo 1V | PPN 9

Page 2 of 9



National Informatics Centre User Manual: Megh-eBilling

Introduction

a. Purpose
The purpose of this document is to provide complete details about the module DDOs on
boarding process and operating the “Megh-eBilling System”. In order to enable DDOs to prepare
and sent bills to the Treasury, the application facilitates the user to fill the bills electronically (e-
Billing) on this portal and create and prepare online Bills.

This is 24 X 7 facilities for the Meghalaya Government DDOs.

Users of this site can prepare bills online.

Provides facility for generating and printing bills.

Facility to register all types of payees.

Facility to reconcile with the Treasury.

Facility for viewing and storing historical records of bills and other related details at

any time.

V V V V V VY

b. Audience
The target audiences are the DDOs of Government of Meghalaya. This Application has been
designed and developed taking into consideration the requirement of the user. DDO can
onboard/registered on the system by sending an application to the Treasury officer.

c. Basic requirements for Megh-eBilling System.

e User should have minimum knowledge of using browser.
e User should also have knowledge of preparing Bills.
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d. Landing Page
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Detigned & Developed by National Informatics Centie (NIC), Shillong . Meghalaya

Content Maintained & Updated by Directorate of Accounts and Treasuries, Government of
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1.1 Create User
e DDO admin can create as many users as desires

e There are two different types of users such as maker and checker

e DDO will have to make sure that there is only one checker, preferable the DDO
himself/herself.

e There can be many user assigned with the maker role (usually the Dealing
Assistant in the DDO establishment preparing Bills)

Create User

S— —

e DDO admin will have to make sure to enter the valid email id in used.

1.2 User Modules (Assigned Modules to Users)
Select the user from the list and assigned modules

Maker Modules to be assigned to dealing assistant for Payee Registration and Bill Preparation

' s &ra3
GO9I erry Kharmawgihiang B

MAKER Modules

Module Module Type

B orer Rogistrath

Checker Modules to be assigned to DDO for Payee and Bill Verification.

Page 5 of 9



National Informatics Centre User Manual: Megh-eBilling

\ CHECKER Modules

Module Module Type
R — [ - TIEgr— Bl Apguaved
anccond. TE Tour Approval Bal Approval
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Finad TH BN Appeovel Bl Apge e
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Reports can be assigned for both the users (Maker and Checker)

REPORT Modules

Module Module Type
B wmin Regen o

@ ey

[ —— At

1.3 Manage Users
In case the Employees operating the Megh-eBilling System either retires or transfers to another

establishment (DDO) the DDO admin will have to disable the user from the Current DDO.

Moriage Users

User Codde Nusrve Coma Nwrrrminn
-——

MIORISMEE M vt o U BOOOOC F vt ¢ savm (harnge o
Ot whiw I
L

ORI Ly Wty AN e D e vy (hearege o
Warwddie ey
LI

240NN S Lihduionn t b el ¢ omvy

T240%0m2 40 ' L A \ Qyomy

Page 6 of 9 NIC-MLSC-Megh-eBilling User Manual Version 0.1



National Informatics Centre User Manual: Megh-eBilling

1.4 Reset User Password
DDO Admin can reset the Password of any users that are registered in the DDO.

roil Action

| Are you sure?

Y srahier Ggene

Yea st e pansenn o |
byvant ¢ v
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To reset DDO Admin Password, the DDO will have to request the Treasury Officer t reset their
password

1.5 Update DDO Bill No
DDO Admin uses this module only in the initial implementation of the application where the

DDO had already sent Manual bills to the Treasury. This is to update the system with the last
DDO bill manual bill no already sent to the treasury.

List DDO Bill Number

»
DOO 10 Financlal Your Bill Number
00001 2024.2025 2 n
r—

Note: Please do not change the bill no in the application once the DDO is on Live mode
(already generating bills from the system)

1.6 Manage Payees
While preparing Bills the Payees once verified by the Checker will always be listed, incase if

the payee is not required to be listed in the future, the DDO may disable/ deactivate the
Payee from appearing in the list while preparing Bills,
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Second scenarios. if the DDO realized that the account details of the payee are wrong, the

payee may be disable/deactivate using this option.

Manage Registerad Payse

Payee Name

Payee Code
m AL Engirseting Works

Jonsi A Faiimnase D e

m Allcsa Nangnong

Bank Name

STATE BANK OF
INDIA

STATE BANK OF
INDIA

STATE BANK OF
INDIA

Account

Numbes

10646015778

TINS1500 164

J0ioe7o4n

The payee data is locked once approve by the DDO, there are cases where we will need to
change payee name, click on the payee code and enter the correct payee name/description

Payee Details

PAYEE CODE:

2203251610Z

Payee Code

2203251610Z

Bank
Name

STATE
BANK
OF

INDIA

Click in the EDIT Button

Branch Name IFSC Code

LAITUMKHRAH  SBIN0002081

]

Update Payee Name Details

New Name*

PAYEE NAME:

Account
Number

30646815778

AC Engineering Works
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Click on the

To add new Bank detail of the payee in case the payee has provided details for change Bank.

Add New Bank Account Details

22032516702  STATE BANK OFINDIA  LAITUMKHRAH  SBINODO2081 306456815778 oy P

Select the new bank, branch and verify the IFSC Code, enter the new Bank account no and
make sure the data entered is entered accurately.

Click on the Save button to commit the changes,
The Payee details with the same payee code will have two bank account, make sure to
deactivate the old bank account details to avoid any error in the system.

2. Logout

When the user completes the work user should logout immediately to free the resources with
the central server. The system displays the home page.
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