
 
 

  

 
 

 
 
 

 
 

“Keep your thoughts positive because your thoughts become your words. Keep 

your words positive because your words become your behaviour. Keep your 

behaviour positive because your behaviour becomes your habits. Keep your habits 

positive because your habits become your values. Keep your values positive because 

your values become your destiny.”  

 Mahatma Gandhi 
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http://www.goodreads.com/author/show/5810891.Mahatma_Gandhi
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Introduction 

Objective 

This document will assist a user in understanding the Accounting Information 

Management System (AIMS) formerly known as Integrated Payroll and Accounting System 

(IPAS) and use it. The functionality of IPAS is explained in detail along with screenshots. This 

user manual is in addition to the manual available on the main page of AIMS, as the former is 

written in a primitive stage and for East Coast Railway, Bhubneshwar. The screen shots and 

modules given in that is as per then program, which is changed now as per the requirement 

and suggestion given by NER. Few modules and screens are added to the program as per the 

traditional working of our Railway. So users are advised not to get confused by these two 

versions and take help from this document.  

Scope  
The scope of this document is for all users. Document Determines Work Flow of 

IPAS and Working with IPAS modules. 

 

Intended User 
The intended User of this document includes 

 Users of the system who have a valid login id and password and are authorized 

to deal with system. 

Note:  The users are requested to use this manual along with the system so that 
they can co-relate the screen shot with the actual screen in the system.   

Salient features- 
1. The screen navigation after login. 

2. Users are grouped and roles are defined at the time user Creation and can be modified 

by administrator. .  

3. Every user allowed change password after login. 

4. Single Interface and login password to Access multiple Modules through Portal Interface.  

5. User level authentication through auxiliary LDAP server 

6. Web Browser Based Application. 

7. Session gets expired After 30 minutes in idle mode. 

8. Adoption of Common RDBMS for PRIME and AFRES. 

9. Paradigm shift from centralised data processing at IT centre to Data Centre. 

10. Single point of change and maintenance i.e. Data Centre. 
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About AIMS/IPAS System 

Introduction 
AIMS/IPAS is a system for automate payroll processing and financial work. 

Purpose 
The purpose of this software is to capture employee data to process payroll, maintain loan and 

leave record, generation of various types of bills for employee and contractor, generation and 

printing of cheques and maintain earning and expenditure expenses for railways. The system is 

comprehensive and user-friendly in carrying out the financial activities in railway office. 

Benefits 
 Easy to manage the entire Infrastructure being a  centralized solution 

 Industry Standard n-tier J2EE architecture 

 Create re-usable assets for future use  

 Reduced TCO due to economy in support and licensing costs 

 Industry grade Security Server applications to provide security by authentication 

and authorization of portal users 

Main Features 

IPAS is broadly divided in two category personnel modules and financial modules. 
Personnel modules includes like payroll processing, leave, loan, TA, Income tax, electricity, 
quarter etc. Financial Modules includes IC, books, PF, pension, budget, suspense etc.  In IPAS, 
Personnel modules and financial modules are tightly coupled so that data generated by 
module can be accessed through other modules. 

 
Pre requisite- This section refers to the various requirements from the Hardware and 

software side that must be fulfilled before the user can use this system effectively 

Hardware Requirements for Client Machine 

1. RAM at least 256 MB. 

2. Internet Connectivity with Server 

3. At least 1 GB of free space in Hard disk.   

4. PC with mouse, keyboard and colour monitor. 
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Software Requirements on Client Machine 

1. Operating System should be at least Windows 98 or Above 

2. Edit Plus Text Editor should be installed. 

3. Adobe Acrobat Reader or Adobe PDF Plug in should be installed 

4.     Printer  should be installed (if user intends to print any document) 

5.     Web Browser should be Microsoft Internet Explorer 7  but should not be 11 as 

few screens do not run properly in higher version till date. 

 
For login into the system the web address is https://aims.indianrailways.gov.in  

A person must have a valid User id and Login password to enter into the system, and as per 

the role and permission the pages unfold.  

 

 

 

 

On this screen user should click AIMS link, on clicking the link next screen appears for entering 

user id and password, above screen is very first screen of system, which leads to login screen 

by clicking AIMS tab. This page provides the link to applications and links to provide other 

https://aims.indianrailways.gov.in/
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information’s for users. Also displays time to time, any message related to application for users 

on the behalf of Administration 

 

 
 

Login 
1. Enter the user id (Case Insensitive). 

2. Enter the password (Case sensitive). 

3. Click on Submit to login successfully. 

4. If the username or password is incorrect, a message will be displayed and Login 

Screen will reappear. 

5. The user is taken to a home page 

6. Click on Module Listed on the screen to navigate working module. 

After entering the user id (case sensitive) and password (case sensitive) next screen appears 

with pages as per given role and authority. 
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Session Time Out 
1. After successful login, if user does not perform an activity within 30 minutes, the 

system will expire your session and whenever the user intends to perform an 

activity further the system will take the user back to the login screen. The 

session time is set by the system administrator and can be changed. 

2. The work that a user was doing gets lost when the session expires.  So, please 

save the work every few minutes – this will prevent session expiry and 

consequent loss of work and time. 
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Change Password 

It is very necessary to change password on a regular basis.  The password should be 

easy to remember, long enough so that co-workers or others are not able to identify yet easy 

to remember.  Ideally, the password should be a mix of capital and small letters, special 

characters and numbers.  Please keep the password confidential for the sake of security.  The 

following screen shot shows the change password functionality. 

 On home screen Admin tab allows a user to change his/her password through given 

screen. When a User opens Admin tab Change Password button gives below screen to change 

the existing password with a new one, which is to be confirmed on the same screen. After 

pressing change password the password for the user will be changed. 

 

 
 

 



AIMS/IPAS USER MANUAL  2014
 

 
 

N O R T H  E A S T E R N  R A I L W A Y  G O R A K H P U R  
 

Page 7   

Role of Normal User- 
 

(A) Payroll Module 
 

1. Check all pages of the employee bio-data. 
2. Report all necessary changes in Father‟s name, Date of birth, Date of 

appointment, PAN number, Designation code, Place of posting, Department, 
Pay band, grade pay and rate of pay to DBA.  

3. Enter Change card like TA entry through misc program. 
4. Enter any type of advances sanctioned during the month. 
5. Check the LIC recovery details, if Policy number is incorrect rectify it. 
6. Enter the festival advance sanctioned in the month under current tab, and 

simultaneously enter details for recovery under Loan tab so that from next 
month recovery starts automatically. 

7. Check all details in all pages under change data entry. 
8. Post vetted TA to salary (if any). 
9. Check correct allocation for your bill unit. 
10. Check whether Electric charges, CUG recovery, Diet Charges etc. and 

Incentive for work shop staff (who are eligible) have been posted or not. 
11. Keep your bill in Initialise stage after you enter the data for a month. 
12. Make it a habit to reset the bill, process and then forward to IC for every 

month on prescribed date. So that any data posted from back-end can be 
incorporated in your bill. 

13. List out all the discrepancy in Name of Staff, Bank Details and Account no of 
the staff or any new staff transferred into your unit and joined, report these 
errors to Data Base Administrator (DBA) nominated for your unit. 

14. Always count the number of staff in your bill before forwarding to IC. 
15. Use Career Module to transfer out the staff from your bill unit, after the staff 

gets transferred and  spared from your bill before cut-off date, else charge 
his/her salary in your unit for the month. 

 

(B) Provident fund (Personnel/Executive) 
 
1. Enter the details of Employee in the Application entry tab. 
2. Check the maximum eligibility as per cause given in the PF withdrawal form. 
3. When competent authority sanctions the PF withdrawal after putting his/her 

signature on the PF form, Go to Sanction tab and fill the details. 
 

(C )  Provident fund (Accounts) 

 
1. Register the PF withdrawal forms present on your portal 
2. After CO6 generation bills goes for passing. 
3. User authorised for passing the PF after complete formality can Pass or 

Return the bill. 
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Role of Data Base Administrator (DBA) 
 

1. Enter the employee details of new staff; any staff coming from any 
other organisation, any other Zonal railway, or old staff whose 
data is not present in the database but his/her payment is due on 
the railway. 
 

2. Correction in the name of staff reported by the bill clerk along with 
documentary proof. 

 
3. Transfer in the staff after he joins the unit allotted to you, and the 

other unit transfers him out in your unit (Bill unit 999) through 
career module. 

 
4. Transfer out in the same unit will also be the responsibility of the 

DBA. 
 
5. Preparation of New bank master. 
 
6. Change of Name, Father‟s name, Date of Birth, Date of 

appointment, rate of pay etc., reported by concerned bill clerk. 
 
7. Any other responsibility given by the Officer concerned regarding 

AIMS/IPAS. 
 
 

Note - No change will be made by the DBA, without the proper 
documentary proof/ application of the staff with proper 
forwarding and sanction from competent authority for the 
same, which is to be retained safely for any future use. 
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Flow of events for Executive/Personnel staff.  
 
 
 
 
 
 

 
 
 
 
 
 
 

EMPLOYEE BIODATA 

TA ENTRY  

TA VETTING 

CHANGE CARD 
ENTRY 

LEAVE POSTING 

CUG recovery 

ELECTRIC recovery 

DIET recovery 

Incentive (Workshop) 

Check & 

PROCESS BILL 

FORWARD TO IC 

LOGIN EXECUTIVE 
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Flow of events for Accounts 
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Cancellation 
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Employee Data  

This is the first and foremost activity, actually the master creation for each employee for any 

type of processing through IPAS. This module captures all the Personal information of an 

employee. There are various activities covered in this module 

1. Employee appointment, Personal, current job and pay related information. 

2. Qualification Details of an Employee. 

3. Nomination Details  

4. Family Member Details. 

 

EmpBioData  
 
This screen is provided to Enter, New Employee Details as well as modify Existing Employee„s Bio data, 
for Both Pension (staff appointed before 01-01-2004) & Non pension Employees (staff appointed on or 
after 01-01-2004) 
 

Steps for   Employee Bio Data Entry  

 

1. Select New Employee Option If Employee„s Data To be entered for the first Time. 

2. A small window will be appeared asking for NPS staff or Not. Select Yes for NPS staff else 

select no. 

3. If yes is selected then another small window will be appeared asking if 16 digit PPAN number is 

available or not. If available then select OK else select Cancel. 

4. Then Appointment Page will be opened. . 

5. If the Employee is not a NPS staff, then Enter 8 Digit Employee No which is allotted to him / her. 

If employee is a NPS staff and having 16 digits PPAN no then enter that 16 digit no in the 

Pension Acc. No text box. If employee is a NPS staff and not having 16 digits PPAN no then 

enter 8 digits temp No provided by the admin as per the letter issued from headquarter on    

according to which staff of different unit‟s temporary employee no is as per given table- 

 

HQ  - 67yynnnn 

BSB Division - 68yynnnn 

LJN Division - 69yynnnn 

IZN Division - 70yynnnn 

IZN Workshop - 71yynnnn 

GKP Workshop - 72yynnnn 

Construction - 73yynnnn 

(Where yy represent last 2 digits of year of appointment and nnnn is running serial number of the unit, 

which is to be maintained by pension section of concerned accounts. The pension section after receiving 

the PRAN no from NSDL, will arrange to replace the so given temporary PPAN no with PRAN prefixed 

with 4 digit of year of appointment)  
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Screen 1 to 2 shows Data Entry for New Employee in Appointment Tab 
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NB :* Mark indicates  Compulsory field . 
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Fields Description 

Pension Acc. No Pension Account Number  

Employee No* Eight digit  PF Number 

Short Name* Name of Employee  Which to be shown in Salary Slip 

Salutation* Select Salutation from Combo. 

First Name* First Name of the Employee.  

Middle Name Middle Name if any  

Sur Name Sur Name of Employee 

Fat/Hus.Name Father Name or Husband Name of Employee 

Fath./Hus. Alive? Tick Mark if  Father / Husband  Alive . 

Date of Birth* Date of Birth of Employee 

Date of Appt.* Date of Appointment of Employee 

Sex* Sex of Employee 

Nationality* Nationality of Employee 

Community* Community of Employee 

Religion* Religion of Employee 

Rect.Category Recurt ment Category of Employee 

Appt/Rectt Source Appointment / Recurtment  Source  

Appt Authority Appointing Authority . 

Appt.Railway Appointed in which Railway . 

Appt. Department Appointed in which Department 

Appt. Division Appointed in which Division 

Appt. Office Appointed in which Office  

Appt. Status Appointed Status 

If CL/EX Service If Casual Labour  or EX Service Man  

Desig on Appt Designation  at Time of appointment . 

Appt. PayBand Payband  at Time of appointment . 

Appt. GradePay Gradepay at Time of appointment . 

Appt. Scale Scale at Time of appointment . 

Medical Code Select Medical Code . 

Which Quota? Select Quotas of Employee 

HOER Class (Rost) Select HOER Class (Rost) 

Pre Job Trn. Tick Mark if Pre Job Training taken by Employee 

Trg.Completed On Then enter Date of Training Completion 

Edu Qual On Appt Educational Qualification at Time of appointment . 

Off.Order File No Office  Order File Number  

Off. Order Date Office Order date  

Place Of Birth Place Of Birth  

ID Mark 1 Enter 1
st
 Physical Identification Mark of  Employee if 
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any  

ID Mark 2 Enter 2
nd

  Physical Identification Mark of  Employee if 

any  

 

 



AIMS/IPAS USER MANUAL  2014
 

 
 

N O R T H  E A S T E R N  R A I L W A Y  G O R A K H P U R  
 

Page 16   

 
 
The Following table gives a brief description of Personal Page: 

NB :* Mark indicates  Compulsory field . 

Fields Description 

Marital Status Marital Status  of Employee  

Blood Group Blood Group  of Employee 

Ticket No Ticket No  of Employee 

PAN PAN  Number  of Employee 

PRAN Number PRAN Number  of Employee 

DDO Number DDO Number  of Employee 

Address1 Enter Address of Employee 

Address2 Enter Address if More address data is there . 

City Enter City Name  of Employee 

PinCode Enter PinCode  of Employee 

State Enter State  of Employee 

Email Enter Email Address  of Employee 
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Fax Enter Fax Number  of Employee if any  

Phone Number Phone Number  of Employee 

 

 
 
The Following table gives a brief description of Current job Page: 

NB :* Mark indicates  Compulsory field . 

Fields Description 

Subst. Designation* EnterSubst. Designation 

Officiating Desig. Enter Officiating Designation. 

Working Desig. Enter Working Designation. 

Trade Enter Posted  Trade  

Category Enter  Posted Category  

Parent Dept. Enter Department of Posting  

Working Dept.* Enter Working Department  

Parent AU Posted Accounting Unit 

Working AU* Working  Accounting Unit 

Parent Office/Shop Posted  Office/Shop 

Working Office/Shop Working Office/Shop 

Station* Posted Station 

Railway Posted Railway 

Division Posted Division 

Bill Unit No.* Posted Bill Unit  

Employee Status Employee Status Like Permanent ,Temporary etc. 

Posting Status Posting status Like Regular, Addhoc etc. 
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Service Status* Serving Status Like Serving sal, Transfor Out etc . 

Service Status Date Effect Date  for Service status 

Retirement Date* : Retirement date  

If Deputation Out,Where? If one Goes for deputation then Enter Place of Deputation 

Tenure Post? Tick Mark  in Tenure Post 

Tenure Years Enter Tenure Years 

 

 
 
The Following table gives a brief description of Pay Related Page: 

 

NB: * Mark indicates Compulsory field. 

Fields Description 

If MACP Tick mark if MACP 

If Med Decategorised Tick mark if  Med Decategorised 

GradePay* Select Grade Pay 

PayBand* Select Pay Band 

PayRate (Rs.)* Enter Pay Rate (in Rupees) 

Bank Code* Select Bank Code 

Account No.* Enter Account Number  
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Payment Mode * Select Payment Mode  

If Physically Handicapped? Tick Mark if Physically Handicapped  

Handicap Nature Select  Handicap Nature 

Handicap Percent Enter Handicap Percent 

Transport Allowance* Select Transport Allowance  

Accomodation* Select Accomodation 

Date of Increment* Enter Date of Increment  

 

 
 

This screen is provided to Enter or modify qualification details of an employee . 

Steps for entering qualification details  

  

1. Enter/select employee No and Press Go button. System will show already entered data 

.User can modify the existing data and can add new entries. 

2. When Add button is pressed, a new window will be opened. Select  Qualification Details and 

Press OK button. It will be added  
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The Following table gives a brief field description for Adding Qualification  : 

 

Fields Description 

Qualification Enter Qualification of Employee  

Specialization Enter Specialization  of Qualification 

Year of Passing Year of passing for that Qualification 

Class / Grade Class or Grade obtained of that Qualification 

Medal Received Enter if any Medal  Received  

At Joining Time Tick Mark if that qualification as on or before Joining time 

 

Nomination  This screen is provided to Enter or modify Nominee details of an employee. 

Steps for entering Nominee details  

  

1. Enter/select employee No and Press Go button. System will show already entered data 

.User can modify the existing data and can add new entries. 

Shows Nomination for GIS. 
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Likewise you may add nominee details in GIS, PF or Gratuity .Then that data is saved by 

pressing save button.  

The Following table gives a brief description of Adding Nomination: 

 

Fields Description 

Nominee Name Enter Nominee Name 

Relation Enter Relation of  Nominee  with Employee 

DOB Date of Birth of Nominee 

%age Enter Share % out of 100 for that Nominee 

Address Enter Address of Nominee 

Primary/Secondary Select whether nominee is primary or secondary 

Family    

This screen is provided to Enter or modify Family details of an employee. 

Steps for entering family details  

  

1. Enter/select employee No and Press Go button. System will show already entered data 

.User can modify the existing data and can add new entries. 

 

In this page you can add, Modify or delete Family Members of Employee.  
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In this page you can select Relation Code then Enter Relation name and Date of Birth. 

User can select modify/delete by selecting the respective radio box and then pressing Modify or Delete 

button 

When Save Button is pressed it will be saved. 
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This module is used for entering Payroll related details of an employee. 

Change Data  
 

 

 

Change Card Entry  

This Module captures Employees transaction related to their salary. 

 

There are various activities covered in this module. 

1. All Earnings or Deductions of salary for an employee is maintained. 

2. Current month  Earnings or Deductions of salary for an employee is done 

3. Continuous  Earnings or Deductions of salary for an employee is done 

4. Pay rate Related  Earnings or Deductions of salary for an employee is done 

5. Loan amount of an employee, deducted from his salary for given period.  

6.  Allowances For running / non running staffs are added to salary 

7. Allocation is assigned to an employee for drawing salary. 

8. Leaves of employee  is captured  before salary process  
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The Following table gives a brief description of Current Page 

Fields Description 

ED Code Earning / Deduction Code 

ED Particulars Description of the ED code will be displayed automatically 

Pay Period Automatically fills the current year month of bill processing 

Amount Amount of that Earning / Deduction Code 

Ref/Policy No Reference / Policy Number is needed if same ED Code is Entered many times 

Ref Period Reference Period in „yyyymm‟ format is Entered for that  Ref/Policy No 

Process Period From when this ED code should take effect 

 

2 Radio buttons Projection to process  the salary slip for the concerned employee & Report to display 
the projected report is given on the screen. 
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The Following table gives a brief description of the fields in the Continuous Page 

Fields Description 

ED Code Earning / Deduction Code 

From From Period in „yyyymm‟ format 

To To Period in „yyyymm‟ format 

Amount Amount of that Earning / Deduction Code 

Ref/Policy No Reference / Policy Number is needed if same ED Code is Entered many times 

Ref Period Reference Period in „yyyymm‟ format is Entered for that  Ref/Policy No 
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The Following table gives a brief description of the fields in Pay Rate Page 

Fields Description 

ED Code Earning / Deduction Code 

From Date From Period in „dd/mm/yyyy‟ . 

To Date To Period in „dd/mm/yyyy‟ . 

Career Type Select career Type from PopUp 

Designation Select Designation  from PopUp 

Rate Amount of that Earning / Deduction Code 

O O No  Office Order Number 

O O Date Office Order Date 
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The Following table gives a brief description of the fields in the Loan Page 

Fields Description 

Edcode Select Ed Code from Popup .i.e. Only Loan Related ED Code. 

Sanctioned Date Loan Sanction Date in „dd/mm/yyyy‟ Format. 

Reference No Enter Reference No If any. 

Principal Amount Enter Loan amount, Employee Applied For. 

Sanctioned Amount Loan Amount Sanctioned to Employee. 

Total Installment Total Number of Instalments of Loan Amount. 

Amount Recovered Loan Amount Recovered. 

Interest Only in urban Bank Loan case, Interest of loan to be deducted.  

Start Period Loan amount deducted from salary by instalments from start 

period. 

Delete If Loan Card is Entered in Current Month, then Delete provision 

is given. User has to Tick mark Delete Check Box. 

 
 



AIMS/IPAS USER MANUAL  2014
 

 
 

N O R T H  E A S T E R N  R A I L W A Y  G O R A K H P U R  
 

Page 28   

 
 

The Following table gives a brief description of the fields in the Running Page   

Fields Description 

KMA Enter  KMA 

NHA Enter NHA 

NRA Enter NRA 

ALK (HQR) Enter  ALK (HQR) 

ALK(OS) Enter ALK(OS) 

ALK (TRG) Enter ALK (TRG) 

NDA Enter NDA 

E. Intermittent Tick  if  E. Intermittent 
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The Following table gives a brief description of the fields in the Allocation Page. 

Fields Description 

From Date Date of Allocation assigned to Employee. 

To Date This date Comes automatically when close box is closed .This 

date is the Last day of previous Pay period. 

Estimates No Select Estimates   No from popup or Enter if you know. 

Allocation Allocation No is Validated with Estimates No. You can Directly 

Enter ,if known or select from Allocation popup . 

Delete Delete Check box opens, if this allocation card is entered in 

current month. 

Close Close Check Box opens if „To date‟ Field is blank and „From 

date‟ is less than Current Month.   
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CHAPTER –Loan 
 

Background 

List of Activities in this module are  

1. In a Budget year funds are allocated to working units for loans. 

2. Employee is registered for a loan / non Interest Bearing Loan (like Festival Advance). 

3. Document Verification activities for Loan Registered Employee is done. 

4. Loan sanction Memorandum provision is maintained. 

5. For Employees already taking loan, System calculates Next loan amount eligible crieteria. 

6. System Generates Priority list According to funds available and Number of employees applied 

for a loan in a working Unit. Loan can be sanctioned / rejected /Defer according to Administration 

Policy. 

7. After Loan is Sanctioned, Co6 Number generation and Co6 Number Confirmation is done for 

that Loan amount Against Employee. 

8. Then in Final Loan Bill passing stage , Administration  can either  pass Loan bill of that 

Employee  or  Return it for further Reprocess . 

9. Report Generation of  Funds allocation / de allocation , HBA Calculation  etc. is provided .  

Fund Availability 

Below screen is used to enter Funds loan wise and working unit wise in a budget year. 

User has to Select Working Unit and Lone code, then press „Go‟ button. Below Page will show Granted 

Amount if already entered. If amount Field is blank, user has to Entered Granted amount to that Working 

Unit. 

User can also Enter Adjustment amount for increasing / decreasing Granted amount. When Save Button 

is pressed all Entered dataare reflected. 
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Registration 

Below screen is used for loan registration of an employee. 

 

In this page employee no & loan type is selected and then Enter Cost of item if necessary. Press Save 

button for registration .When Go button is pressed, and then all details of that loan will come if data is 

entered before.  
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Non Interest Bearing Registration 

Following screen is used for non interest bearing loan registration of an employee. 

 

In this page select working unit, Loan Type, Bill unit and Payment Month, then press Go button. In the 

below page List of Employees Registered for Loan will show. Here user can enter more Employees, by 

entering Employee no, Loan amounts will come automatically. User here only Enter „Inst‟ field for 

Number of Instalments of that loan  and „Start year Month‟ field for Start salary period from which Loan 

amount will be deducted from Employee‟s salary.  When Save Button is pressed all Entered Data will be 

reflected. 

 

 
 

 
 

Document Verification  

Following screen is used for document verification of an employee for a loan. 

 

Below page user has to select required documents for verification. If any query, then he/she may query 

for that document by clicking „Query‟ button besides it.  
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Sanction Memorandum 

Following screen shows Sanction Memorandum of an employee for a Loan. 

In this page Employee No& Loan type is selected. User has to give Instalment No, Amount of 

Instalments and Remarks if any, then press save button for Data saving. 

 

 
 

Next Instalment Eligibility 



AIMS/IPAS USER MANUAL  2014
 

 
 

N O R T H  E A S T E R N  R A I L W A Y  G O R A K H P U R  
 

Page 41   

Following screen shows next instalment eligible of an employee for a loan. 

This page shows for an employee, what is eligible No of Instalments & Amount of Loan etc. 

 

 
 

Priority List 

Following screen shows priority list of employees registered for loan. Registration can be 

sanctioned or rejected or deferred by pressing appropriate buttons. 

 

In this page User has to select Working Unit, Loan type, when button Go is pressed, Below List of 
Employees Registered for loan comes. Here User has to Select Employees by tick marking. Then 
According to Funds available & Admin Policy, He / She may Sanction / Rejection / Defer 
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Principal Recovery Completion 

Following screen shows principal Recovery Details of an employee for a loan. 

 

 This page Shows Recovered Principal Amount for a loan of Employee. 
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IC 

CO6 Registration 

Following screen shows CO6 registration of Loan Registration 

 

 

In this page when working unit, Loan type is selected and Go button is pressed, then Employee list come 

with their Loan Amount Sanctioned. Here user is to press Proceed button for Co6 Confirmation. 

Bill Passing 

Screen shows Bill passing for Employees. 
 

In this page User is to select CO6 Number from popup. When Go Button is pressed, following page 

shows List of employees whose loan is sanctioned, here user can see Loan details of Employee by 

clicking Details Button besides Employee No field. Now User can Either Pass Loan bills or Return the bill 

for further process according to Admin Policy.  
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 CHAPTER – Leave 
 
This module captures all the employee transactions related to leave. 

 There are various activities covered in this module  

1. Leave opening Balance Entry. 

2. Leave Details Entry. 

3. Leave Cancellation. 

4. Special Leave Posting Like Study Leave etc. 

5. Half Yearly LAP and LHAP credit 

 

This screen is provided to Enter/Edit Opening Balance of LAP, LHAP. This is a onetime Entry job. 

 
 

Steps for LAP OB Correction 

1. Select the Leave tab from main menu. 

2. From Left pane Press (+) button after Leave. 

3. Press LAP OB Correction. 

4. Right pane will prompt for BU, when you select a Bill unit. 

5. System will display already posted data for LAP & LHAP. 

6. If data is not entered then Provide OB of Corresponding Leaves. 

7. After Entering corresponding OB press the Save Button to Save the Entered Data. 

 

Fields Description 

LAP OB of LAP  

LHAP OB of LHAP 
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Leave Posting (Transaction) 

This screen is provided to Enter Leave Details of the Employee. 

Steps for Post Transaction Entry. 

1. Enter the Employee No of the Employee. 

2. Press TAB button. 

3. System will display Employee Name, Designation and Balance of LAP and LHAP 

4. After entering corresponding leave press the Save Button to Save the Entered Data 

5. If more than one entry is to be done, press Add More Row, to append record. 

 

 

 
 
The following table gives a brief description of the fields of forms that will help to enter Data. 

 

Fields Description 

Leave Type 
Select Different Leave Types Like Absent ,LAP, LHAP, LWP, Susp from the 

drop down menu 

From Date Leave Avail from date 

To Date Leave Avail from date 

Reason Select Reason of Leave application from the following drop down menu 

Application Date Date when Leave Application is submitted 

Commuted 
In case of LHAP leave if user wants to commute it then select yes else select 

NO. 
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Special Credit Debit 

This screen is provided to enter Special Leaves like Maternity Leave /Paternity Leave etc.. 

Steps for Special Credit Debit Entry. 

1. Enter the Employee No of the Employee. 

2. Select Leave Type from Drop Down Menu. 

3. Select From Date  

4. Press Go button. 

5. System will display if already data is entered. 

6. If data is not entered then enter data. 

7. After Entering data press the Save Button to Save the Entered Data. 

 

The following table gives a brief description of the fields of forms that will help to enter Data. 

 

Fields Description 

Leave Type Select Different Leave Types from the drop down menu 

From Date Leave Start Date 

To Date Leave avail End  date 

No Of Days Leave Days   

Office Order No. Office Order No for this Leave Avail  

O O Date Date of Office Order No 

Remarks Any Remarks Can be Entered 
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Cancellation 

This screen is provided to cancel any Leave already entered. 

 

Steps for Cancellation of Leave. 

1. Enter the Employee No of the Employee. 

2. Tick select button.  

3. System will display data already entered. 

4. System will prompt to convert the leave in General/ Special leave. 

5. After Entering data press the  Save Button to Save the Entered Data. 

 
 

The following table gives a brief description of the fields of forms that will help to enter Data. 
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Fields Description 

Leave Type 
Select Different Leave Types Like LAP,LHAP,ABSENT,LWP,SUSP from the 

drop down menu 

From Date Leave Cancel from date 

To Date Leave Cancel to date 

Reason Code Select Reason of Leave  

Approval  Date Date of Approval  

From Half Select 1
st
 Half or 2

nd
 half of From date 

To Half Select 1
st
 Half or 2

nd
 half of To  date 
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MISC.PROGRAM (TA) 
Background 

Activities Covered In this Module is as below  

1. Capturing TA and Contingent Entry by executive, it‟s vetting by accounts and posting them to salary 

by concerned bill clerks. 

Journal Entry  

Select Month Year and Bill Unit and press Go. 

 

 
 
User has to enter the DAYS field under 20%, 30%, 70%, 100% and AMT will be calculated 
automatically. 
 
User also has to enter the CONTG (Contingent value). 
 
After filling all the employee‟s TA/Contingent details, user has to tick for Confirm button to be enabled, as 
shown below. 
 

 

Click  to finally save the particular employee‟s TA/Contingent details and those particular 
employees will not appear in the above list for TA/Contingent details entry. 
 

 

Vetting New 

This Screen is used for TA vetting purpose by concerned Accounts branch. 
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User has to select Bill Unit and Press GO, which will display the above screen. 
 

User can Edit the details by clicking on  Audit   which will display following screen. 
 

 
 
 
For returning the individual employee‟s entry user has to tick on Return, as shown above. 
 

For   returning complete bill for a particular year month user has to click on   
a screen will appear for Confirmation. 
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Click on  to pass the complete Bill Unit‟s TA details for shown Pay period. And that Bill Unit will no 
more appear in the Bill Unit list. 

 

 

Post to Salary  

Select Bill Unit and Press GO.Inclusion of TA/Contingency in the salary for the month will be fetched 
automatically this work is assigned to bill clerks. 
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Misc. Program (Last Wage)  
From May-2014 a new tab Last wage is added in the Misc.Prog. for those employee, who 

are retiring in the current month, The salary bill of these employees will not be prepared along 
with other regular staff of the unit. As normal attendance closes on 15th of every month 
assuming rest 15 days, which is regulerised next month. But in case of retiring employee actual 
attendance is required.  
 So for these retiring staff follow these steps- 
 

1- Keep your regular bill in Initilised state. 

2- In Last wage tab of Misc Prog. Click Last wage Emp Entry, following screen will appear, select 
your bill unit and press GO. 

3- The staff retiring in the current month will appear for the bill unit selected. 

4- Click on the box under select to save, appearing on the right side of Employee details. 

5- Press Save, to save these staff details. 
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6- After this Select Last wage Process under Misc.Prog. 

7- Following screen appear, in which select your bill unit and press GO. 
 

 
8- On the above screen press Process button to process last month salary of  these staff. 

9- When  bill status change to processed, after pressing process button. 

10- Again select the bill unit in Last wage Process tab.  

 
11- Now Press Forward_to_sup button for forwarding the last wage bill of these retiring staff to 

supplementary bill with a bill number automatically generated by the system.  
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12-  Note down this bill number, and now process your regular salary bill of the unit as per normal 

procedure. 

13- After generating the abstract of the bill unit for current month, i.e. after last working day of the 
month, select the bill in supplementary, make any changes if required and then send it to 
Accounts for payment. 

14- This ensures any recovery/payment of the retiring staff till last day of his/her working. 
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Child Education Allowance 
 

Background 

The Activities Covered in this module is 

1. Captures Railway Employee‟s   Children Education Information. 

2. Captures Children‟s Education Allowance Detail in Month & Year details. 

3. This Education Allowance   is vetted to accounts. 

4. Report Generation of Employee‟s   Children Education Allowance. 

Child Master Below screen shows child details list of an employee 

 
 

Following table gives a brief description of Children Master Page. 

Fields Descriptions 

Emp No Select Emp No 

Financial Year Select Financial Year , then press ‘Go’ button to see employee details . When ‘Children 
Particulars’ button is clicked , Below Children Details will come . You can add one child 
data by pressing  ‘Add rows’  button . 

Relation Select Relation Code  

Childname Enter  Childname 

BirthDate Entered BirthDate of the child . 

Std Enter Which Slandered he/she is studying  

Hostel Select Whether He Remain in Hostel or not. 

Phy Hcap Select if he/she is Physical Handicapped. 

Del? Tick mark delete checkbox and click save button if you want to delete a particular 
record. 

 



AIMS/IPAS USER MANUAL  2014
 

 
 

N O R T H  E A S T E R N  R A I L W A Y  G O R A K H P U R  
 

Page 61   

Detail Entry  Following screen shows children education Allowance Details month & Financial 

Year wise.. 

 
 

Following table gives a brief description of Children Master Page. 

Fields Descriptions 

Emp No Select Emp No 

Financial 

Year 

Select Financial Year, then press ‘Go’ button to see employee details. When ‘Children 

Particulars’ button is clicked, Below Children Details will come. You press ‘Go’ button 

Beside a child name, To Enter Fees details of that Employee’s Child Month wise. 

Child Name Displays Child Name 

Edcode Select Type of Fees, Then in Financial Year month wise, User can Entered Fees. 
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CHAPTER –DA Arrear 
 

Background 
 

Initialize  

This screen is used to initialize the DA Arrear Data for a Particular Bill Unit. Every time when arrear of 

DA to be posted in the salary bill, concerned bill clerks are supposed to do this without fail. 

Select Bill Unit and Click Data Initialize, to initialize the DA Arrear for shown pay period. 

 

 
When user press Data Inialize  button , DA arrear for shown period is calculated as per the data 
available in the system and automaticaly posted to the regular salary bill for the period, provided the 
bill unit is in initialised state. 

 

Edit Arrear  

This screen is used to enter the DA Arrear details for those employees, who came under the system  at 
a later stage or any change in pay during the calculation period is involved. 
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Enter Employee No, Select Earning Deduction and Select Pay period, then press Go 

 
 

Enter Basic, DA Drawn, DA Due and Click Save button to save the data. 
 

Post to Supplementary  

This screen is used to post the DA Arrear details for all employees, to Supplementary bill for processing. 
This used when regular salary bill has been processed without posting DA arrear for the said period, 
otherwise only by Data initialization DA arrear bill automatically posted to regular salary bill. 
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Report-  
   The following screen is used to generate DA arrear report for selected bill unit. 
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CHAPTER –Electricity 
 

Background 

Activities Covered In this Module are as Below  

1. Capturing Electrical Master Entry Information like Qtr No. , Occupant Employee No Of that Quarter , 

Meter No & Meter Status etc . 

2. Capturing Electrical Transaction details of Employee‟s Energy Consumption. 

3. Electrical Bill amounts of Employees are Posted To salary for Deduction from their salary . 

4. Report Generation of Electrical Data Posted to Salary. 

 

 Electricity Master Entry  
 
Following screen Shows Electricity Master Entry Information . 

 

The Following table gives a brief description of Electricity Master Entry Page. 

Fields Descriptions 

Quarter Station Select Quarter Station 
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Quarter Colony Select Quarter Colony 

Quarter Type Select Quarter Type , After pressing Go Button List of 

Quarters , occupied by Employees will show . 

Employee No You Enter Occupant Employee No Against a Quarter  Or 

Simply Vacate a Quarter by simply click on Button , Side by 

EmpNo popup. 

Meter No 1 Enter Meter No 1 

Meter Status 1 Select Meter Status 1 

Meter No 2 Enter  Meter No 2 

Meter Status 2 Select Meter Status 2 

Is House Lock ? Select Yes if house is locked . 

Allow Meter Reading Select No if a Quarter in that row , nis not Considered for 

Meter Reading . 

 

Electricity Transaction Detail  
 

Following Screen Shows Electricity Transaction Detail Information. 

 

Following table gives a brief description of Electricity Transaction Page. 

Fields Descriptions 

Quarter Station Select Quarter Station 

Quarter Colony Select Quarter Colony 

Quarter Type Select Quarter Type , After pressing Go Button 

,Quarter wise Energy consumption Detail  will 

show . 
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Previous Pay Period Shows Previous Pay Period 

Current Pay Period Shows  Current Pay Period 

Previous Read of Meter 1 If  Meter 1 reading is not taken in previous month , then 

enter Previous Read of Meter 1 

Present Read of Meter 1 Enter  Present Read of Meter 1 

Average Unit 1 If Meter 1 is Defective Enter  Average Unit 1 

Present Read Date Meter 1 Enter  Present Read Date Meter 1 from Popup. 

Previous Read of Meter 2 If  Meter 2 reading is not taken in previous month , then 

enter Previous Read of Meter 2 

Present Read of Meter 2 Enter  Present Read of Meter 2 

Average Unit 2 If Meter 2  is Defective Enter  Average Unit 2 

Present Read Date Meter 2 Enter Present Read Date Meter 21 from Popup. 

Total Units Total Units comes Autometically when Meter ½ read is 

entered . 

Month Period Month Period is By Default 1 ,  here User can Enter > 1 No of  

Months  against Total unit for Bill Amount Calculation . 

Bill Amount Bill mount is calculated automatically . Here user can also 

directly Enter Bill amount . 

 
 

Electricity Bill Posting  
 

Following Screen Shows  Electricity Bill Posting Process. 

 In this page user  select Quarter Station , then press Go , Quarter Occupant  Employee‟s  Bill Amount List 
will come . User here to  verify Data if satisfied , Press „Post To Salary‟  Button . When this button is pressed  Bill 
Amounts are posted to salary . Then User can not modify Data 
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Electricity Posted Report  
 

Following  Screen   Shows  Report Page  of   Electricity Bill  Posted  To Salary  . 

 Report in Excel format will show  List of Quarter Occupant employee‟s Bill Amount Posted to salary for a 

salary period 
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Following table gives a brief description of Electricity Posted Report Page. 

Fields Descriptions 

Quarter Station Select Quarter Station 

Quarter Colony Select Quarter Colony 

Quarter Type Select Quarter Type 

Pay period Select Payperiod 
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Process/Reports  
Process  
Salary Process  
This Screen is used for Bill Unit wise salary Process. 
 
User has to select the Bill Unit and press Go. Following screen will appear. 
 

 
Initially Bill Status will be INITIALISED, 
 
After Clicking Process, Bill Status will be PROCESSED, 
 

Users can Click Reset for resetting the bill status from PROCESSED state to INITIALISED state. It is 
strongly advised to keep your bill unit in Initialised state for proper uploading of 
CUG, Electric Charges, Incentive, Diet recovery Charges etc. from corresponding 
sections without which these recoveries will not get uploaded. 
 
User has to Click Forward_to_ic for forwarding the bill to IC. Before forwarding the bill to Accounts 
section bill clerks must ensure that CUG, Electric, Diet, Incentive etc. for their bill unit are posted for the 
corresponding month. ( It is a good practice to reset the bill ,process it and then press forward to IC 
button after checking all the above). 
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Reports  

Select Bill Unit and respective report, the press Generate button to generate the respective report(s). 

 

 
 

User can click Printable salary bill (please untick final salary bill) to genrate the minimum desired 
vouchers/reports for the salary period in stationary size 15x12x2.  Salary slip can be printed seprately in 
15x12x3 paper.  
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The following table gives a brief description of the fields in the above form that will help user to enter Data. 

Fields Description 

Dr/Cr Select Debit or Credit 

Estimate No Enter/Select Estimate No 

Particulars Particulars will be fetched automatically from Estimate no 

Allocation Enter allocation 

Amount Enter Amount 
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Audited Amount  Audited Amount can be entered by Accounts Dept. 

When Debit Amt. And Credit Amt. Matches press Save button to Save the details. 
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CHAPTER – Internal Check Module 
 

Background 

 

This module is provided for function like bill Registration (co6 number Generation), bill passing, party 

maintenance and co7number Generation and Confirmation. 

 

Estt/PF/Settlement Bill Registration 

This screen is provided to registration of online bills. On registration system assigns a system generated 

unique CO6 number to the bill for reference. 

 

Steps for bill registration: 

1. Click to Estt./PF/Settlement link in menu. 

2. Select bill type from list. 

3. Select paybillid from popup which displays the list of unregistered on line bill for bill type. 

4. System displays the summary of bill as shown in figure below.  
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1. Click to Save button for registration of selected bill. 

2. On save, system assigns a co6number to bill. 

3. System acknowledge with following screen as co6 detail. 
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Other Bill Registration 

This screen is provided to registration of offline bills. On registration system assigns a system generated 

unique CO6 number to the bill generated. 
 

Steps for Other bill Registration 

1. Click to other bill link in menu. 

2. System displays the following screen. 

3. Enter section from list. 
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4. Click to Go button. 

5. System will populate bill type list for valid bill type for given section 

The following table gives a brief description of fields that help to enter detail for other bill registration. 

Fields Description 

*Section Enter section for which bill is register. 

*Bill Type Select bill type from list 

*Bill Sub Type Select Bill sub type from list. 

FC Number If bill is fund certified by budget module, enter fund certification number for this bill from popup. 

*Party Name Select party name from party list popup 

Bill No Enter manual bill no. 

Bill date Enter bill date. 

Bill Desc Enter bill description.  

Bill Amount Enter Bill Amount 

Voucher ref Enter voucher ref for reference 

Voucher date Enter voucher date 

*SPU Select spending unit from list. 

 

1. Enter the details of bill as mentioned in table. 

2. Click to Save button for bill registration. 
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CO6 EDIT 

            Following screen is used to edit the already created co6. By First selecting the section. 
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CO7 Posting 

This screen is provided for posting of Co7 number section wise. Here group of passed co6number from 

same section assigned to system generated number as co7number. 

 

Steps for CO7 posting: 

1. Select section from list. 

2. Click to Go button. 

 

System displays the list of passed co6number and not assigned co7number yet. 
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CO7 Audit 

This screen is provided to remove co6number from co7number. Removed co6number will appear for 

co7 posting screen. 

Steps for CO7 Audit. 

1. Select section from list. 

2. Click to Go button. 

3. System displays the list of CO7 Number s which are not confirmed. 

 

 
 

1. Select CO7 Number from which co6number is to be remove. 

2. Select the co6number from co6number list for select co7number to remove. 

3. Click to Save button to remove co6number from co7. 

4. Removed co6number will appear for Co7 posting now 
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CO7 Cancellation 

This screen is provided to cancellation of CO7.  Cancellation of CO7 is same as CO7 Audit with 

difference that in cancellation all co6number removed from co7 number. Removed co6number will 

appear in co7 posting screen. 

 

Steps for CO7 cancellation. 

1. Select co7number from list which consist all co7number for which abstract is not prepared. 

2. Click to Go button. 

3. System displays following screen. 

 

 
 

1. Select reason for cancellation from displayed list of reason. 

2. Click to Save button for cancellation. 
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CO7 Confirmation 

This screen is provided to confirm the co7 number. CO7 is confirmed after verification of CO7 data.  

 

Steps for CO7 Confirmation. 

1. Select section from list. 

2. Click to Go button. 

3. System displays the list of CO7 Numbers which are not confirmed. 

 

 
 

1. Click to Confirm box  to confirm Co7‟s. 

2. Click to radio button to see co6 detail. 

3. Click to image to see cheque detail of co6number. 

4. Click to image to see allocation detail. 

5. Click to Save button to confirm status of selected CO7 numbers. 
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Other Bill Passing 

This screen is providing to pass offline bills which are registered through other bill registration screen. 

Here user manually enters debit and credit allocation and cheque detail of bill. 

Steps for passing of offline bill. 

1. Select section from list. 

2. Select co6number from co6number list. 

3. Click to Go button. 

4. System displays the bill details as shown in figure below. 
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CHAPTER –Supplementary Bills 
 

Background 

 

Activities Covered In this Module is as below  

 

1. Creating supplementary Bills  

2. Forwarding Supplementary Bills to Accounts for Bill Passing. 

3. Creating a supplementary Bill for Leave Encash. 

4. Construction estimation and Allocation Entry for their Supplementary Bills. 

 

Bill Preparation  

 This Screen allows user to prepare different supplementary bills. Click on Bill Preparation 

in the menu. For new bill click on create a new bill as shown below. 

 

 
 

The following table gives a brief description of the fields in the above form that will help user to enter 

Data. 

Fields Description 

BillType Select billtype from the list.  

BillNo System will generate a Billno after save. 

BillDate Systemgenerated 

O.O No Enter Office order no 
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O.O Date Enter Office order date 

Remarks  Enter Remarks if any 

Employee No Enter/Select Employee No 

Ed code Enter/Select Ed code. 

Ref. No/Policy No Enter Ref. No/Policy No 

Paymode Enter Paymode 

Payperiod Enter Payperiod (YYYYMM) 

Bank Code Enter/Select Bank Code 

Account No Enter Account NO 

From Date  Enter From Date 

To Date Enter To Date 

Rate Enter Rate 

As Drawn Enter As Drawn 

Amt Due Enter Amount Due 

Allocation System will fetch Allocation 

 
Save will generate a system generated bill no. 
 
For, bills already registered, Enter/Select Bill no and press Go. 
Following screen will appear. 
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. 
 
 
User can add/modify/delete the employee earnings and recovery details. 
Modify screen is as shown below. 
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User can see individual records by clicking on the (  ) arrow buttons.  
 
Click on Add More Emp to add new Employee record. 

Click Add Modify Delete or Clear for  employee shown above part of screen. 

 

To view the entire employee‟s earnings and recovery details, Click on button. 
Following screen will appear. 
 
Here user can delete particular record if he/she desires 
 
 
 

Cons Alloc Entry  

Select Bill Number from the list and Press Go. 

Following Screen will appear 
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The following table gives a brief description of the fields in the above form that will help user to enter 

Data. 

Fields Description 

Dr/Cr Select Debit or Credit 

Estimate No Enter/Select Estimate No 

Particulars Particulars will be fetched automatically from Estimate no 

Allocation Enter allocation 

Amount Enter Amount 

Audited Amount  Audited Amount can be entered by Accounts Dept. 

 

When Debit Amt. And Credit Amt. Matches press Save button to Save the details. 
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CHAPTER – Provident Fund 
 

Background 

 

This module captures all the employee transactions related to PF to maintain the employee ledger. 

There are various activities covered in this module  

1. Automatic recovery of PF subscription. 

2. Online application and passing of PF loan 

3. Settlement bill passing 

4. Loan edit and Loan conversion temporary to final 

5. Online ledger transfer among units of railway. 

6. Interest calculation  

7. Interface with Books and Cash office for transfer pf transactions to employee ledger. 

Application Entry 

This screen is provided for enter application detail for PFT and PFF loan for an employee. 

Click on Application Entry in the menu, and system will display application entry screen. 

Steps for Application Entry. 

1. Enter the emp no of applicant. 

2. Select the withdrawal type from list (Temporary or Final Loan) 

3. Press Go button. 

4. System will display employee detail and last PF Loan detail as shown in fig. 
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The following table gives a brief description of the fields of forms that you help to enter Data. 

 

Fields Description 

*Type of Twd Enter Loan subtype from the list.  

*Applied Amount Enter Applied amount 

*No if Installment Enter no of installments  

Amount of 

Installment 
System calculated 

Payment Mode As mentioned in Salary payment Mode 

Bank Code  As mentioned in Salary bank code 

Account No As mentioned in Salary Account no 

 

Step for Enter data for Temporary Loan 

 

1. Select Loan sub type from Temporary withdrawal list. 

2. System fetches the maximum eligible amount applicable for employee and selected loan 

type in maximum eligibility text box. 

3. Enter applied amount (Should be less than maximum eligible amount). 

4. Enter No of installment. 

5. System will display installment amount in amount in installment text box 

6. Payment Detail will be same as mentioned in salary.no modification is allowed.  

7. Press save button to save data. System will acknowledge with application no for future 

reference. 

 
The following table gives a brief description of the fields of forms that you help to enter Data. 

 

Fields Description 

*Type of Twd Enter Loan subtype from the list.  

*Applied Amount Enter Applied amount 

Payment Mode As mentioned in Salary payment Mode 

Bank Code  As mentioned in Salary bank code 

Account No As mentioned in Salary Account no 
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Step for Enter data for Final Loan 

 

1. Select Loan sub type from Final withdrawal list. 

2. System fetches the maximum eligible amount applicable for employee and selected loan 

type in maximum eligibility text box. 

3. Enter applied amount (Should be less than maximum eligible amount). 

4. Payment Detail will be same as mentioned in salary.no modification is allowed.  

5. Press save button to save data. System will acknowledge with application no for future 

reference. 

Sanction Entry 

This screen is provided for supervisor user to sanction the loan applied through Application Entry screen. 

Here user allowed editing sanction amount of loan. 

Click on Sanction Entry in the menu, and system will display sanction entry screen. 

Here user can see all the pending applications waiting for sanction in given popup. Select the application 

from the popup and press Go button. 

Fetched data will be shown as figure below. 

 
 

 
 

Steps for sanction Loan 

1. User allowed editing sanction amount. 

2. Sanction amount cannot be greater than applied amount. 

 

The following table gives a brief description of the Button of forms that you help to take decision... 
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Fields Description 

Save 
Data will be saved with edited amount but not sanctioned. Application will re-

appear in the list for sanction.  

Reject Application will be rejected and employee can apply for fresh loan. 

Sanction  Application will be sanctioned and will be available for bill passing 

PF Rules Detail of Rule for applied loan (In popup Screen). 

PF Ledger Employee PF ledger financial year wise (In popup Screen). 

 
 

Bill Registration 

This screen is provided for registration of sanctioned PF loan bill. On registration a co6number will 

be assigned to registered bill which will be used as reference of this bill throughout the system and 

also for future reference. 

Click on Bill registration in the menu and system will display following screen 

 
 

Steps for Registration of PF Loan application. 

1. Enter Bill Type (Loan Type). 

2. Select sanctioned application from pay bill id popup. 

3. On select of application from popup, remaining field will be populated with application data. 

(As shown in figure) 

4. number Click on Save button to register bill. 

5. System will acknowledge with co6 assigned 
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Bill Passing 

This screen is provided for passing of registered bill (temporary and final loan bill).  

Here user select the co6number from given popup and click on GO button. 

System fetches loan detail for selected co6number as shown in figure below. 

 

Steps for Bill Passing. 

1. User allowed editing passing amount. 

2. Passing amount cannot be greater than sanction amount given. 

3. Enter treasury from treasury list. 

Button Action: 

Return: Bill will be returned and application will be rejected. 

Save: Bill will be passed. 

Show cheque and allocation detail: Popup will be appear and will display allocation and cheque 

detail 

 

 
 

Settlement bill  

In IPAS PF settlement bill, passed in two steps. 

1. Settlement Entry: In which settlement date is provided by user and system calculates interest 

and dli calculation. 

2. Settlement passing: Bill verified by supervisor and passed by supervisor. 
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Settlement Entry  

In settlement Entry, user enters the settlement data for employee and system generates a bill against pf 

balance and interest calculated. 

Click on Settlement Entry in the menu, and enter the emp no for which settlement bill has to prepare. 

 

 

Steps for settlement entry data: 

1. Enter employee number. 

2. Press GO button. 

3. System displays employee detail and pf balance of employee. 

4. Enter settlement date. 

5. System calculates interest for employee and displayed in interest field. 

6. System also calculates DLI amount for death cases provided salary data exist for last 36 month 

otherwise user has to enter DLI amount for death case. 

7. Enter Fun. Advance if there is a funeral advance due. 

8. Enter Adjustment field if there is any pf adjustment is due. 

9. System displays the net amount to be paid to employee for settlement bill. 

10. Payment detail will displayed as provided in salary payment by default. 

11. Enter treasury from list. 

12. Press Entry button to generate settlement bill. 

13. Generated bill will be available to settlement passing screen for passing. 

 

 Settlement Bill Sanctioned Succesfully. 

Application code is :01140078 SANCTION 
DATE IS:23/04/2014  
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Settlement Passing 

This screen is provided to supervisor user to verify data entered through settlement entry. After 

verification bill be passed and co6number will be generated against this settlement bill. 

Click on Settlement Entry in the menu, and enter the empno for which settlement bill has to prepare. 

 

 

 

 

Working Steps for settlement passing: 

 

1. Enter employee number from popup. 

2. Press GO button. 

3. System displays employee detail and settlement bill detail. 

4. Verify settlement bill detail. 

5. User allowed changing settlement date. 

6. Interests will re-calculate. 

7. DLI amount, adjustment, fun advance and treasury are editable field. 

8. Click on Pass button to pass the bill and system will generate co6number for this bill. 
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PFA Bill passing 

PFA bill is generated for those employees who are leaving the Railway and joining other 

organization on absorption basis. So employee PF balance should be transferred to new employer, 

for such cases system generates a bill against PF balance for those employees and cheque is 

issued in favour of new employer. 

Steps for PFA bill passing: 

1. Enter Emp no 

2. Press GO button. 

3. System will display employee detail and PF balance. 

 

 

4. Enter Adjustment Date. 

5. Enter interest on adjustment amount manually. 

6. Enter party code from popup. By default system will display employee as party. For cheque 

Party, party code must be created in IC module for employer. 

7. Enter treasury from the list. 

8. Press Pass button to pass the bill and co6number will be generated for this bill. 
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Conversion 

This screen is provided for conversion of PF Temporary Loan to Final Loan. After Conversion there 

will be no loan recovery through the salary corresponding to this PF Temporary loan. 

Click on Conversion in the menu. 

      Steps for Loan Conversion of Temporary withdrawal to Final Withdrawal 

1. Enter employee number. 

2. Press GO button. 

3. System will fetch detail of currently running loan of PF. 

 

 

4. Press Convert button to convert loan. 

5. Now, there will be no recovery of PF loan instalment in salary. 

6. If no temporary pf loan is against the employee above message will appear on the screen. 

 

Loan Edit 

This screen is provided for increase/decrease rate of recovery for temporary loan in salary 

deduction. 

Click on Loan Edit in the menu. 

      Steps for Loan Edit of Temporary withdrawal  

 

1. Enter employee number. 

2. Click to GO button. 

3. System will display running loan detail as shown in figure below. 
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4. Screen is divided in two sections to display   existing and change to section. 

5. In change to section, only rate of recovery is editable field. Edit field as requirement and pending 

installment and total installment will be changed accordingly. 

6. Click to Save button to save changes for loan 

7. Now in salary processing, recovery will be as per new recovery rate. 

 

MCR Data 

This screen is provided to transfer employee PF transactions to employee ledger which is deposited 

at Cash Office through MCR.  

 

Click on MCR Data in the menu. 

 

      Steps for transfer MCR PF transactions to employee ledger 

1. Enter Date by default set for system date. 

2. Click to GO button. 

3. System will display pf transactions deposited through MCR office as shown in figure below. 

4. Here amount deposited will be shown in subscription field. 

5. User responsibility is distributing amount among subscription, VDPF and Loan Recovery as per 

information he has. 

6. Select the check box to transfer that record. 

7. Click to Transfer Data Into PF Ledger button for transfer data to employee ledger. 

8. Checked record will be transferred to employee ledger. 
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MCR Data Entry 

This screen is provided to transfer employee PF transactions to employee ledger which is deposited 

at Cash Office through MCR. 

In MCR Cash office, a single MR number may have single employee transactions or multiple 

employee transactions. For single employee transaction system automatically detects MR Number 

party code is employee number but multiple case there is no way to enter multiple party code in 

MCR cash module. 

So for such cases manual posting is done for employees transactions deposited through MCR. 

Steps for Posting of Employee transaction from MR Number. 

 

1. Enter MR Number. 

2. System verifies the MR number and after validating fetches MR Date and amount deposited in 

PF allocation. 

3. Enter empno for posting the PF transaction. 

4. Enter subscription, VDPF, Loan Recovery amount corresponding to employee. 

5. Total amount should be equal to MR amount. 

6. Click to Save button for save data. 

7. Saved record will be available in PF Confirm screen where supervisor user will verify data and 

will transfer data to respective employee ledger 
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Transfer Out Divisional  

This screen is provided for online transfer of employee pf ledger to other division. 

Steps for Transfer ledger to other division. 

1. Enter the employee for which ledger is transfer to other division. 

2. Press Go button. 

3. System will display all the record which belongs to logged user unit. As shown in below. 
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4. Check the records for transfer from transaction records. 

5. Verify net amount. 

6. Select unit from TOUNIT list where ledger will be transferred. 

7. Enter JVNUMBER by which transactions will be done 

8. Click to Save button to transfer ledger. 

9. This Employee ledger will be available in Transfer in Divisional screen of to unit 

 

Transfer In Divisional  

Ledger transfer is two-step process; in first process source unit transfer out the employee ledger and 

in second process destination unit Transfer In the employee ledger. 

In this screen transfer out employee ledger will be available for Transfer in Process for those 

employees whose transfer out ledger destination is logged user unit.  

 

Click on Transfer In (Divisional) in the menu. 

      Steps for Transfer In of employee ledger 

1. Enter empno in employee number field or select from popup which lists the employees whose 

ledger is waiting for Transfer In Process. 

2. Click to GO button. 

3. System will display ledger transferred records as shown in figure below. 

 

 

 

4. Enter JV Number by which transfer transaction will be accountable. 

5. Click on Save button. 

6. On save, ledger will be available to this unit. 
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JV Data Entry 

This screen is provided to transfer employee PF transactions from JV‟s to employee ledger. PF JV‟s 

are generated, to transfer employee ledger to other railway or accept employee ledger from other 

railway. 

In single JV may have multiple employee PF transactions. 

Click on JV Data Entry in the menu. 

Steps for posting of employee transactions from JV. 

1. Select JV Number from the popup. 

2. Click on GO button. 

3. System will display JV description and allocation wise amount booked in JV. 

 

1. Marked allocation is amount booked against PF allocation. 

2. Now enter empno and transaction detail like trandate,billtype,subtype,dbcr and amount  

The following table gives a brief description of all the fields of forms that you help to Enter Employee 

transaction detail. 

 

Fields Description 

*Emp No Enter 8 digit employee no 

Emp Name Employee Name will be fetched by system 

*BU Bill Unit of employee 

*Tran Date Enter Transaction date for record 

*Bill Type Select Bill type from the list  

*Sub Type Select sub type from list 
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*Db/Cr Select debit/credit transaction type 

*Amount Enter amount of transaction 

 

1. Click to Add Row button to add more rows. 

2. Entered Amount should be equal to JV PF allocation amount. 

3. Click to Save button for save data. 

4. Saved record will be available in PF Confirm screen where supervisor user will verify data 

and will transfer data to respective employee ledger. 

 

 

PF Confirm  

  This screen is only accessible in supervisor user id. In this screen supervisor verifies all the manual 

transaction done by user through MCR Data Entry, JV Data Entry and Data Correction. 

After verification selected record will transferred to employee ledger. 

 
Click on PF Confirm in the menu. 

      Steps for confirmation of manual entry of employee transactions. 

1. Select Tran Mode from list. 

2. Click Go button. 

3. System will display transaction records of selected Tran mode and yet not transferred to ledger 

as shown in figure. 
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4. Verify the record. 

5. Transaction Date is editable field can be modified by user. 

6. Select the check box for transferring record. 

7. Press Transfer Data Into PF Ledger button for transfer record to ledger 

8. Transaction will be visible in employee ledger. 

 
 

PF LEDGER 
 

1. In the following screen enter Employee no and select Financial Year from the popup. 
2. Details for the selected employee for financial year will be displayed. 
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CHAPTER – Pension 
 

Background 

 

The aim of this module is process data for employee for Post-Retirement Benefit Like  

1. PPO generation  

2. Bill generation and passing (Leave, gratuity, commutation etc.) 

3. Revision of bills. 

4. Revision of pension. 

5. Revised PPO generation. 

This module is divided for two types of pension module user. 

1. Personnel 

2. Accounts. 

Each has different access and privileges so here module will be discussed separately for both user. 

Pension (Personnel) 

This module allows personnel user to provide employee data of retired employee to system, for 

generation of PPO and post-retirement bills of employee. 

 

Employee Details   

This screen is provided to capture employee details for pension calculation and PPO generation. 

Click on Employee Details in the menu. 

      Steps for enter employee details. 

1. Enter Employee Number of retired employee. 

            Click on Go Button. 
 



AIMS/IPAS USER MANUAL  2014
 

 
 

N O R T H  E A S T E R N  R A I L W A Y  G O R A K H P U R  
 

Page 147   

 
 

2. First section displays the employee detail of employee. 

3. Second section data is used for pension calculation. 

The following table gives a brief description of all the fields of forms that you help to Enter Employee 

detail. 

 

Fields Description 

*Pension Type System Generated Non Editable field. Decided from bio data service status 

*Provisional/Final Enter Flag for provisional or final calculation of pension 

*Cess Reason System Generated Non Editable field. Decided from bio data service status 

*Cess Date Retirement Date from Bio-data non-editable 

*Compassionate 

Allowance 

Sometimes in special case authority decides whether to give full pension or 

fraction of pension. Ex dismissal and removal case 

*Avg. Pay 
System generated field but editable. Displays average salary of employee 

over last 300 days.  

*Pension Amount Non-editable, will be calculated by system 

*Start Date 
Pension start date, normally next day of cess date. 

Editable field. 

File Ref.No Enter Office file no for future reference 

*Payment Mode Enter Pension pay mode either bank or post office. 

*Main/Link Bank Enter link bank of PPO payment. 

*Branch Enter bank branch of PPO payment 
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Address Enter address of bank 

*State Select state from list 

Debit Railway System generated field, on editable ,linked with state value 

*Payee Branch Enter payee branch PPO payment 

Account No Enter account no  

IFSC Code IFSC code of payee branch 

NQS Enter Non qualifying service  of employee 

Other Services Enter other services of employee. 

Club Enter flag for whether other services will included or not in qualifying service 

Ded. Sub/CPC Enter Sub/CPC  service of employee 

DCRG Enter flag for calculation of DCRG amount of employee. 

Compassionate 

DCRG 

Sometimes in special case authority decides whether to give full DCRG or 

fraction of DCRG. Ex dismissal and removal case 

Commutation 
For superannuation case only. 

Enter flag for commutation is applicable or not 

Percentage Enter commutation percentage 

Option Date Enter option date for commutation 

Start Date Enter start date for commutation 

Age Change Enter age change as per report given by medical report 

Med Allowance Enter Pensioner will avail, med allowance or not. 

Family Pension Enter Family Pension flag 

IsAlive Enter employee isAlive status 

Per ID Mark1 Enter permanent id mark 1 of pensioner 

Per ID Mark2 Enter permanent id mark 2 of pensioner 

Present Address Enter Present address of pensioner. 

Permanent 

Address 
Enter Permanent address of Pensioner. 

Beneficiary Detail 

Beneficiary Name Enter name of Beneficiary 

Relation Enter relation with employee 

D.O.B Enter DOB of beneficiary 



AIMS/IPAS USER MANUAL  2014
 

 
 

N O R T H  E A S T E R N  R A I L W A Y  G O R A K H P U R  
 

Page 149   

Legal Guardian 

Name 
Enter legal guardian 

Status Enter marital status of Beneficiary. 

Applied Enter whether beneficiary is eligible or not for pension   

Button Description 

Save On save, Data will be saved and system will allow further editing 

Forward To 

Accounts 
On Forward, employee detail will visible but system will not allow editing.  

 

Family Pension Beneficiary Detail 

This screen allows user to enter multiple nominee and their bank detail for family pension cases. 

Click on Family Pension Beneficiary Detail in the menu. 

      Steps for enter beneficiary detail 

1. Enter Employee number. 

2. System will display employee detail if pension case is family pension case. 

3. Click to Go Button. 

4. System will display nominee detail (Previously enter if exist). 

 
 

5. Click to radio button to enter detail for selected nominee. 

6. Click to save button to save detail of nominee. 

7. On save current selected nomine data will be saved. 
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The following table gives a brief description of all the nominee bank detail fields of forms that you help to 

enter nominee bank detail. 

 

Fields Description 

*Payment Mode Enter Pension pay mode either bank or post office. 

Account No Enter account no  

*Main/Link Bank Enter link bank of PPO payment. 

*Branch Enter bank branch of PPO payment 

Address Enter address of bank 

*State Select state from list 

Debit Railway System generated field, on editable ,linked with state value 

*Payee Branch Enter payee branch PPO payment 

Account No Enter account no  

*Per ID Mark1 Enter permanent id mark 1 of nominee 

Per ID Mark2 Enter permanent id mark 2 of nominee 

Address Enter address of pensioner. 

 

 

 

 

 Average Pay Entry 

This screen is provided for average pay entry of retired employee. By default system displays the 

data of last 10 months of employee. Here user allows changing data of employee as per requirement 

to calculate average pay over last 300 days. 

Click on Average Pay Entry in the menu. 

      Steps for entry of average pay of retired employee. 

1. Enter the employee number of retired employee. 

2. Click to GO button. 

3. System will display data of last 10 months of employees if exist in system. 

4. Systems will show data as shown in figure below. 
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5. System allows changing Pay Rate and No of Days without Pay columns only.  

6. Also user can add more details of Pay Drawn by clicking Add Rows button. 

7. System automatically calculated average pay on change of any of field. 

8. Click on Save button to save average pay of employee which will be used in pension calculation. 

 

Edit Bank Detail 

This screen is provided to change payment details mentioned in bio-data. In settlement bills system 

chooses the payment details from bio-data for payment of bills. 

After retirement, system allows to user edit payment details through pension module.    

Click on Edit bank Detail in the menu. 

      Steps for edit bank detail in bio data for settlement bill payment 

1. Enter Employee number. 

2. System will display employee detail, PPO payment bank detail and bio data payment detail as 

shown in figure below. 
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3. Enter data in Change Bank Details in Bio data section as per requirement. For reference 

pension and bio-data detail are displayed. 

4. Click to Save button to change bank details in bio data 

 

View 

This screen is provided to display pension calculation compute by system. 

Click on Viewin the menu. 

      To see details, enter employee no and click to Go button. 

     System will display pension detail for employee as shown in fig below. 
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Leave/GIS Bill 

This screen is provided to generate Leave and GIS bill for retired employee. Here user enters the 

leave detail for leave bill and saving detail for GIS bill. 

Click on Leave/GIS in the menu and select Leave Bill from the List. 

 Leave Bill 

Step for generate and edit Leave bill. 

1. Enter Emp no of retired employee. 

2. Select bill type from popup ( Leave salary / GIS) Leave salary in this case. 

3. Click to Go Button. 

4. System displays the bill detail as shown in figure below. 
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5. System fetches the LAP and LHAP from system if available else user has to enter LAP and 

LHAP value. System will prompt if entered value is more than 300. 

6. If there is any pending recovery, user allows to enter recovery detail in recovery details section 

as shown in fig. 

7. Click to Forward To IC button to generate a leave bill for given employee. 

8. Bill will be in Internal Check module for co6 registration. 

 

GIS Bill 

Step for generate and edit Leave bill. 

1. Enter Emp no of retired employee. 

2. Select bill type from popup ( Leave salary / GIS) GIS in this case. 

3. Click to Go Button. 

4. System displays the bill detail as shown in figure below. 

 
 



AIMS/IPAS USER MANUAL  2014
 

 
 

N O R T H  E A S T E R N  R A I L W A Y  G O R A K H P U R  
 

Page 155   

 
 

5. Enter Saving amount. 

6. Enter Insurance amount 

7. Click to Forward To IC button to generate a GIS bill for given employee. 

8. Bill will be in Internal Check module for co6 registration. 

 

 

   Note: Any LVS/GIS bill returned from IC module will be available in this screen. System automatically 

searches the system, if there is any return bill then system will display that bill else system will generate 

new bill. For those returned bills co6number will remain intact.  

 

 

 

 

 

Gratuity Bill 

This screen is provided to generate Retirement gratuity bill and Service gratuity bill.  

Click on Gratuity Bill in the menu and select Leave Bill from the List. 

Steps for generate Gratuity bill. 

 

1. Enter Employee number for whom pension details have been entered earlier. 

2. Select DCRG type from list. Select DCRG/Retirement Gratuity for normal retired employee and 

service gratuity for other than normal case. 

3. Click to Go button. 

4. System will display data as shown in figure below. 
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5. DCRG bill amount is system calculated amount. 

6. Enter recovery detail if any. 

7. Click to Savebutton to generate a GIS bill and will be editable until not forwarded to IC. 

8. Click to Forward To IC button to forward bill to Inter check module. 

 

   Note: Any GIS bill returned from IC module will available in this screen. System automatically searches 

the system, if there is any return bill then system will display that bill else system will generate new bill. 

For those returned bills co6number will remain intact.  

 

Bank Transfer  

This Screen is provided to change the bank details mentioned in PPO.in such case system revises 

the PPO for modified bank detail. 

Click on Bank transfer in the menu. 

 

      Steps for generate Gratuity bill. 

 

1. Enter Employee number. 

2. Click to Go button. 

3. System will display employee detail and existing bank detail as shown in figure. 

4. User has to New bank detail in New section as shown in figure 
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The following table gives a brief description of all the bank detail fields of forms that you help to enter 

new bank detail. 

 

Fields Description 

*Main/Link Bank Enter link bank of PPO payment. 

*Branch Enter bank branch of PPO payment 

Address Enter address of bank 

*State Select state from list 

Debit Railway System generated field, on editable ,linked with state value 

*Payee Branch Enter payee branch PPO payment 

*Account No Enter account no  

Address Enter address of pensioner. 

*Start date Enter start date from which new PPO will affective. 

 

5. Click to Allow for Revision button. 

6. System will revise PPO  

7. Revised PPO will effective from entered Start Date. 

8. Pre-Revised PPO will ineffective from entered Start Date. 
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Bill Revision 

This screen is provided to generate revise bill for Leave and DCRG bill. Revision of bill is allowed 

only if PPO is revised for that employee due to change in pay rate of employee or change in 

qualifying service. 

 

Bill Revision (Leave Salary) 

Click on Bill Revision in the menu. 

      Steps for generate bill revision. 

1. Enter Employee number. 

2. Select leave salary from list. 

3. Click to Go button. 

4. System will display following screen 

 
 
 

5. Here system displays the leave detail in leave section as shown in figure. 

The following table gives a brief description of all the leave detail fields of forms that you help to 

understand. 

 

Fields Description 

LAP LAP balance of employee. Editable field 

LHAP LHAP balance of employee. Editable field 

Amount Due LAP System calculated LAP amount as per revised data 

Amount Due LHAP System calculated LHAP amount as per revised data 
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As Drawn LAP Earlier Drawn LAP amount by employee. 

As Drawn LHAP Earlier Drawn LHAP amount by employee. 

Net LAP To be paid LAP amount. Difference of Amount Due and Amount drawn 

Net LHAP To be paid LHAP amount. Difference of Amount Due and Amount drawn 

 

6. Sum of LAP and LHAP days should not be more than 300. 

7. Any recovery detail can be entered in recovery detail section. 

8. Click to Forward to IC to generate bill. 

9. System will generate difference bill for leave salary. 

 

Bill Revision (DCRG) 

    Click on Bill Revisionin the menu. 

      Steps for generate bill revision. 

1. Enter Employee number. 

2. Select DCRG from list. 

3. Click to Go button. 

4. System will display following screen 

 

 
 

5. Amount drawn is earlier paid DCRG amount to Employee. 

6. Amount due is System calculated DCRG amount as per revised data. 

7. Any recovery detail can be entered in recovery detail section. 

8. Click to Forward to IC to generate bill. 

9. System will generate difference bill for DCRG. 
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 Bill Revision – DA Arrear 

This screen is provided to generate revise bill for Leave and DCRG bill. Revision of bill is allowed 

only if due to change in DA Rate. 

Bill Revision (Leave Salary) 

Click on Bill Revisionin the menu. 

      Steps for generate bill revision. 

1. Enter Employee number. 

2. Select leave salary from list. 

3. Click to Go button. 

4. System will display following screen 

 
 
 

5. Here system displays the leave detail in leave section as shown in figure. 

The following table gives a brief description of all the leave detail fields of forms that you help to 

understand. 

 

Fields Description 

LAP LAP balance of employee. Editable field 

LHAP LHAP balance of employee. Editable field 

Amount Due LAP System calculated LAP amount as per revised DA Rate 

Amount Due LHAP System calculated LHAP amount as per revised DA Rate 

As Drawn LAP Earlier Drawn LAP amount by employee. 

As Drawn LHAP Earlier Drawn LHAP amount by employee. 
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Net LAP To be paid LAP amount. Difference of Amount Due and Amount drawn 

Net LHAP To be paid LHAP amount. Difference of Amount Due and Amount drawn 

 

6. Sum of LAP and LHAP days should not be more than 300. 

7. Any recovery detail can be entered in recovery detail section. 

8. Click to Forward to IC to generate bill. 

9. System will generate difference bill for leave salary. 

 

Bill Revision (DCRG) 

       Click on Bill Revision in the menu. 

      Steps for generate bill revision. 

1. Enter Employee number. 

2. Select DCRG from list. 

3. Click to Go button. 

4. System will display following screen 

 

5. Amount drawn is earlier paid DCRG amount to Employee. 

6. Amount due is System calculated DCRG amount as per revised DA Rate. 

7. Any recovery detail can be entered in recovery detail section. 

8. Click to Forward to IC to generate bill. 

9. System will generate difference bill for DCRG. 

 

 

 

 



AIMS/IPAS USER MANUAL  2014
 

 
 

N O R T H  E A S T E R N  R A I L W A Y  G O R A K H P U R  
 

Page 162   

 Revision Pension 

This screen is provided to revise the pension due to following reasons. 

1. DCRG Revision: If not calculated earlier. 

2. Qualifying service: Change in qualifying service 

3. Pay rate: Due to Change in pay rate. 

4. Provisional to final: To issue Provisional PPO to Final PPO 

5. Family pension: To Change of beneficiary for family pension case. 

 

System allows the pension revision for confirm PPO‟s only. 

Steps for Revision Pension. 

Click to Revision Pension Link in menu. Enter PPO Number from popup and click to GO button. 

System will display following screen. 

 

 
 

In above figure, system displays the five options to revise PPO.Click to respective option for revise 

PPO. 

1. DCRG Payment: Click to DCRG Payment button. If system checks for earlier calculation of 

DCRG amount. If DCRG is amount is calculated system will not allow for DCRG revision as 

shown in figure below. 

 
 
 
2. Qualifying service: Click to qualifying service button. System verifies the employee data for any 

change in retirement date of employee. 

If there is no change in retirement date of employee, system displays as shown in figure below. 
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3. Pay Rate:Click to Pay Rate button. System verifies the employee data for any change in Pay Rate of 

employee. 

If there is no change in Pay Rate of employee, system displays as shown in figure below. 

 
 
 
 

4. Provisional To Final:Click to Provisional to Final button. System verifies the employee PPO data 

for Pension type flag.If issued PPO is for Provisional, Click to SAVE button for Final PPO. 

5. Family Pension: Click to Family Pension button. Family pension revision is allowed for only family 

pension case. Here system allows changing the beneficiary for pension. 

 
 
 

The following table gives a brief description of all the nominee detail fields of forms that you help to 

edit and enter detail of nominee. 

Fields Description 

Sr.No System generated number, on-editable. 

Applied Select YES for new nominee. 

Name Enter name of nominee 

Legal Guardian Enter legal guardian of nominee 

Relation Enter relation of nominee with Pensioner. 

DOB Enter date of Birth of nominee. 

Commence Date Enter date for start pension of nominee. 

Close date Enter date for close the pension for nominee. 
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Pension (Accounts) 

This module allows accounts user to verify employee data of retired employee entered by Personnel 

user, for generation of PPO and post-retirement bills of employee. 

Employee Details   

This screen is provided to verify employee details entered by personnel user and PPO generation. 

Click on Employee Details in the menu. 

      Steps for enter employee details. 

1. Enter Employee Number of retired employee. 

2. Click on Go Button. 

3. System displays the employee pension data entered by personnel user as shown in figure 

below. Fields in forms has same meaning as mentioned earlier in pension personnel section. 

 
 
 
 
 

4. Edit the field as required. 

5. Click to SAVE button to save change and generate PPO Number. 

6. PPO Number is generated through system on first saving of accounts user. 

 

Confirm 

This screen is provided to confirm PPO‟s status. After confirmation system does not allow to change 

in pensioner data and employee will not available in Employee detail Screen. 

Click to Confirm link of Menu. System will display the entire employee list for which PPO Number is 

generated and PPO status is not confirmed yet as shown in figure below. 
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Detail of pensioner can be seen and verified from clicking Details button. 

Check the employee from employee list and click to confirm button for final confirmation of PPO‟s. 
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Commutation Bill 

This screen is provided for generate and pass commutation bill for pensioner. 

Steps for generate and pass commutation bill 

1. Click on commutation bill link in menu. 

2. Enter start date and end date  

3. Click to GO button. 

4. System will display as shown in figure below. 

 

 
 

5. System fetches all the pensioner records for which commutation bill is not generated and cess 

data lies between given start date and end date. 

6. Here system fetches the payment detail from bio-data. 

*for any change in payment detail, either modify payment detail from bio-data screen or modify 

bio-data payment detail through edit bank detail screen of pension module. 

     7.    Check the employee and Click to PASS button for generate and pass commutation bill. 

     8.    On PASS system acknowledges with co6number corresponding to this bill. 
 
 
 
 

Commutation (VR) 

This screen is provided for calculate commutation amount for employee, retired as opting Voluntary 

retirement.  

Steps for generate and pass commutation bill 

1. Click on commutation (VR) link in menu. 

2. Enter employee no 

3. Click to GO button. 
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4. System will display as shown in figure below. 

 

 
 
 

5. Enter option date for commutation for voluntary retired employee. 

6. Enter Age change if any. 

7. Enter Comm%age 

8. System will display commuted pension. 

9. Click to SAVE button to save commutation detail. 

10. Now commutation will appear in commutation bill screen for passing. 
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  CHAPTER – Books 
 

Background 

Books module is for functions like abstract generation, cheque preparation and printing, cheque 

reissue and cancellation and generation of various reports including Bank Statement, Cash 

Book, etc. 

Abstract Preparation-Generation of Abstract 

Click on Abstract Preparation link in the menu, system will display the following screen. 

 

Here system asks for section and cheque date for which abstract has to be generated. Enter 

section and cheque date and press GO Button. 

A brief description of each filed described in table below. 

Fields Description 

Section 

Select the section from the combo list, for which abstract has to be 

generated. A single Abstract can be generated for multiple sections by 

selecting ALL option from the List. 

Cheque Date Enter the cheque Date of Abstract or Abstract Date. 

Rough/Final 
Rough is for, to generate draft copy of Abstract Report and final is for, to 

generate actual generation of abstract. 
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Steps for Generation of Abstract:  

1. Enter section from the list. 

2. Enter cheque date for abstract. 

3. Check rough/final radio button as requirement 

4. Press GO button, 

System displays the Confirmed CO7‟s which are forwarded through IC module. 

5. Select CO7‟s from the displayed co7 list. 

On selection of CO7, system displays the corresponding co6number‟s below the co7 list. By 

default club check box is checked, but can be unchecked manually if user does not want to 

generate consolidated cheque for a party 

 

 

6. Click Proceed button to generate abstract. 
An abstract report is generated after completion of abstract preparation. 
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Cheque Printing  

Click on Cheque Printing link in the menu, system will display the following screen. 

 

Here below shown table describes the input parameter detail 

Fields Description 

Cheque  

Abstract No 

This combo list displays list of abstract no for which all or some cheques yet 

to be pending 

Treasury Select the treasury for cheque is to be printed. 
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Steps for Generation of Abstract: 

1. Select abstract no from the list. 

2. Select treasury for which cheque is to be printed. 

3. PressGobutton 

 

4. System displays the party and cheque amount detail corresponding to selected input parameter. 
Here user selects party for which cheque is to be printed. By default system automatically 
displays cheque starting no from system maintained table. Cheque starting number is editable 
field, can be modified with actual cheque number present at user end. System automatically 
maintains the cheque serial number for later cheque printing. 
 

5. Click to Proceed button. 
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6. System displays the following screen as shown above. Here user can print all cheque on clicking 

print selected button or print individually on by one by clicking print button. After successfully 

completion of cheque print at user end, user can update system by clicking updating cheque no 

with printed radio button selected. If anything gone wrong like cheque is not printed or cheque is 

destroyed user can update with system by check radio button as required. On unsuccessful 

cheque printing, this cheque will reappear in cheque printing screen. So that later on, cheques 

can be updated with action performed. 

It is necessary to update system with cancelled or destroyed 

cheques, so that system can maintain cheque master or generate 

reports for such cases at the time of audit or cheque reconciliation.  

Cheque Cancellation/Re-issue   

Click on Cheque Reissue link in the menu, system will display the following screen. 

 

Here below shown table describes the input parameter detail 

Fields Description 

Cheque No 
Enter cheque No for which re-issue, cancel cheque or destroy cheque action 

to be perform 

Treasury 

Select the bank/treasury from the list for entered cheque.it is optional field, 

this is necessary if more than same cheque no exist for same cheque 

number. 

 
 



AIMS/IPAS USER MANUAL  2014
 

 
 

N O R T H  E A S T E R N  R A I L W A Y  G O R A K H P U R  
 

Page 173   

Steps for fetching cheque detail. 

1. Enter bank from the list (optional). 

2. Enter cheque number. 

3. System displays the cheque detail as shown below. 

 

4. Select the action to be performed on entered cheque. 

Cheque Reissue   

On selecting Reissue radio button following screen displays the system. 
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Here below shown table describes the input parameter detail  

Fields Description 

Bank User can change the treasury for reissue cheque 

Party Name User can change party name which will be printed on reissued  cheque 

Cheque Amount 
Cheque amount can be edited but edited cheque amount cannot be 

more than present cheque amount.  

Cheque Starting No Cheque serial no assigned to reissued cheque. 

 

 
Steps for Reissuecheque.  

1. Enter Bank for reissued cheque. 

2. Enter party name for reissue cheque. 

3. Enter cheque serial no. 

4. Enter cheque amount for reissued cheque. 

5. Press save button to reissue cheque. 

6. Reissued cheques are printed from this screen by clicking print button. 

 

Note:  Reissued cheque amount cannot be more than original amount shown in screen. If 

reissued cheque amount is less than original amount shown in screen then, original cheque will 

reappear for reissue till cheque amount reduced to zero. 

In IPAS, a single cheque can be split in multiple cheques but multiple cannot be merged. 

Multiple cheques can be reissued through this screen. 

By default system is configured to take original cheque detail as the reissue cheque details 

except cheque starting number so reissue detail must be edited by user if there is any change. 
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Cheque Cancellation   

On selecting Cancel radio button following screen displays the system. 

 

 

Here below shown table describes the input parameter detail  

Fields Description 

Cancel Date Date on which cheque is cancelled. 

JV Number JV Number by which cheque is getting cancel 

Accounting Month Read Only field to display JV Number accounting year month 

Reason Reason for cancellation 

 

 

Steps for Cancel Cheque  

1. Enter cancel date of cheque. 

2. Enter JV Number 

3. Enter reason for cheque cancellation. 
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4. Click on Validate button (After validation save button enables). 

5. Click on save button to cancel cheque. 

 

Validation steps as mentioned in above step 4: 

1. To Check whether JV accounting year month and cancel date accounting year month is 

same or not. For cancellation they must be same 

2. Check for JV allocation whether amount is debited to cheque and bills allocation or not. 

3. Debited amount should be greater or equal to cheque amount. 

Cheque Destroy  
On selecting Cancel radio button following screen displays the system. 

 

 

 

On clicking save button, entered cheque Number saved as a destroyed cheque number. 
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CHAPTER – ACBooks 

JV Entry-New  

This screen is provided for manual JV generation in order to correct allocation booking, adjustment 

of allocations and amounts or generation of reverse JV etc. 

Click on JV Entry – New in the menu, and system will display screen. 

 

 

 

 

 

 

 

 

 

The following table gives a brief description of all the fields of forms that you help to Enter JV detail. 
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Fields Description 

JV Header 

*Voucher Type Select Voucher Type from list either Revenue or Capital 

*Acc Year Month Enter Accounting year month For JV (Format: YYYYMM) 

*JV Type Enter JV Type from popup 

*JV Date EnterJV Date  

Ref Number Blank 

*Narration Enter JV Detail for future reference. 

JV Allocation Detail 

SPU(optional) 
Enter spending Unit from popup. In later stage helps finding out department 

wise expenditure 

Estimate No 
Mandatory for Capital allocation. Every estimate no allow a set of Valid 

capital allocation 

Allocation 
Enter valid allocation. For capital it must be from valid set allowed by 

estimate no. Or enter from popup which always fetches valid allocation list. 

Debit/Credit Select from list for allocation booking is for debit or credit. 

JV Amount Enter amount booked under corresponding allocation 

Voted/charged Enter voted or charged flag by default Voted is selected. 

 

Enter the JV header data and allocation data as mentioned in table above. 
For JV debit and credit amount should be equal. 
Click to SAVE button to generate JV. 
 
Note: JV will be available till it is not confirmed. Editing of JV is same as JV entry accept JV Number 
retains. So here we are not going to explain JV edit. 
 

JV Upload 

This screen is designed For Import JV detail from text file generated by E-Recon application. 

Click on JV Upload in the menu, and system will display screen. 
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Steps for Upload File  

1. Select unit from list for which JV data is to be ported.  

2. Enter Acc Year Month in format of YYYYMM. 

3. Browse the file to be imported by clicking browse button. 

4. Click on “Send File” button to import file data to IPAS system. 

 

Note:  

1. User allowed to import file multiple time for unit and accounting ear month unless data is not 

ported for unit and accounting year month through JV ported screen. 

2. Last one imported data remains in system for unit and accounting year month. 

3.  Unit and accounting year month should be same as browsed file. 

4. File should not be tempered. 

 

JV Ported 

This screen is provided for, to assign IPAS JV number to imported data from JV Upload screen. 

Once data is ported through this screen no more upload facility will be available for given unit and 

accounting year month 
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Steps for IPAS JV generation from uploaded Data. 

1. Enter unit from the List. 
2. Enter accounting ear month in format of YYYYMM. 
3. Press “GO” button to fetch data. 
4. If any data uploaded for this unit and accounting year month and IPAS JV number is not 

assigned then all those records will be available in this screen. 
5. Details button are provided to see detail of each E-Recon JV 
6. Click “Save” button to save data. 
7. On save, each E-recon JV will get IPAS JV Number and can be accessible through JV edit 

screen. 
8. Now each record will behave like JV generated through JV entry screen. 

 

 

JV Confirmation 

Any JV generated through IPAS or Imported will not be accountable until get confirm from this 
screen. Once JV‟s are confirmed, JV transaction will be reflected in each report like trial balance 
ledger, journal, schedules, account current etc. 
Click on JV Confirmation inthe menu, and system will display following screen. 

 

Steps for Confirming JV‟s 

7. Enter Voucher Type from list (Revenue or Capital). 

8. Enter Accounting Year Month In format of YYYYMM. 

9. Press GO button. 

10. System will display the entire JV list for given voucher type and accounting year month, which is 

not confirmed as shown in figure below. 
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11. JV details can be seen by clicking “more” button on right. 

12. After verification, select the check box for confirmation 

13. Press save button 

14. On save, selected JV‟s will get confirm status and their transactions will be visible in reports.  

 

AIMS/IPAS ij okLrfod@vuqekfur iwath ,oa jktLo pkyw ys[kk rS;kj djrs le; lEcfU/kr ys[kk 

bdkbZ   ds [kkrk vuqHkkx }kjk AC BOOKS MENU esa fuEufyf[kr izfØ;k viuk;h tkuh pkfg,%&  

 
1- Contra J.V. vo”; generate dj ysa A 

2- Revenue/Capital Ledger dk data refresh dj Report generate A 

3- Journal/ Trial Balance dh fjiksVZ dh tkWp vo”; dj yh tk; A 

4- Actual/Approximate Account ds lkFk Hksts tkus okys lHkh Schedule/Annexures dh jkf”k dh 

lR;rk dh tkWp vo”; dj ysa A 

5- Actual Account ds fy, Actual/ARD detail esa vko”;drkuqlkj Allocation esa gh jkf”k Entry dj 

Save djsa A 

6- Approximate Account ds fy, Approximate Account detail esa lEcfU/kr  o"kZ@ekg@bdkbZ esa 

vuqekfur lek;kstu ;ksX; jkf”k dk lEcfU/kr Allocation esa ± Dr. /Cr. Entry dj Save dj ysa A 

iqu% vuqekfur pkyw ys[kk fjiksVZ Open djus ls iwoZ Refresh data dj ds gh Report generate djsa 

A    
 

Contra JV Generation (From Revenue to Capital Transfer)   
.( ONLY  Books Section) 

  

  
 

Year-
Month 

201405
 

Contra 
Type 

Approximate
 

 

  

  
 

  
                         Generate JV 
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Approximate Details Entry   
  

 

Accounting Year 
Month (yyyymm)    

AU 
   

Jv Type Revenue
   

 

  

 

HEAD OF ACCOUNT Allocation Debit / Credit AMOUNT 

    

    

Demand - Wise Figures 
   

  
Debit

  

  
Debit

  

  
Debit

  

  
Debit

  

  
Debit

  

  
Debit

  

 

 

SAVE 

Account Current-Approximate 
Approximate - Receipts & Outgoings Report  

  

  
 

Year 2014
 

Month January
 

AU ALL
  

Refresh data   

 

Check All 
 

Receipts Report 
 

Outgoings Report 
 

Fig's in Thousands
 

 

  

  
 

 

Actual/ARD Details Entry .( ONLY  Books Section) 

This screen is provided for addition and removal of allocation and adjustment of allocations and their 

booking. Generally In the month of March allocation adjustments are done by the units for any wrong 

booking against allocations.( For  Books Section)  

https://aims.indianrailways.gov.in/IPAS/acbooksForms/ApproximateAC.jsp
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Click on Actual/ARD Detail Entry in the menu, and system will display following screen. 

 

 

Steps for Actual/ARD detail Entry. 

1. Enter accounting year Month in format of YYYYMM, generally performed for March month. 

2. Select unit from the list 

3. Press GO button. 

4. If there is entry for unit and accounting year month, system will display those records. 

5. User allowed editing old one detail or entering new detail. 

 

 

6. User allowed to enter at max 30 entries at one time then user has to save data. 

7. After saving and again fetching user can make 30 new entries and so on. 
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Cheque Reconciliation (FOR HQ BOOKS ONLY) 

Cheque Reconciliation process used to compare credit and debit side Cheque to ensure figures are 

in agreement and accurate. Credit side entry in the system comes from cheque printing part of 

Books module. Debit side entry made available through this screen. 

Click on Cheque Reconciliation in the menu, and system will display following screen. 

 

 

 

Steps for fetching, Data 

1. Enter bank code (optional).If selected, debit entry will be done for only selected bank else all. 
2. Enter transaction date i.e. scroll date of debit entry. 
3. Select focal bank.( SBI/RCB/GKP) 
4. Press “GO”  button 
5. System will display previously entered data for this input parameter if exits. 
6. Earlier saved record will be shown as below. 
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Steps for Entering and saving data. 

1. Enter cheque no from scroll. 
2. System will fetch cheque detail from credit record. 
3. Verify cheque detail. 
4. Click to “Add Row” button for more rows. 
5. Click to “Refresh Total” button for total cheque amount and cheque count. 
6. Verify total and cheque count from scroll. 
7. Click to “Save” button for save data. 

 

For cheque reconciliation various reports are available in cheque report where user can verify credit 

and debit entries. 

 

ACBooks  

 

 

Cheques  

Reports 

Cheque Report 

 

 
  

https://aims.indianrailways.gov.in/IPAS/acbooksForms/Parameter.jsp
javascript:clickOnNode("16")
javascript:clickOnNode("18")
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CHEQUE RECONCILIATION REPORTS 

 

March 2014
 

 
Credit 

 
Debit (Scroll) 

 

   
Debit (JV) 

 

 
Half-Yearly Balance 

 
Closing Balance  

   Text Excel 

 

Scroll Register 

ALL
 

 

Scroll Register(JV) 

ALL
 

 
 

 
Bank Wise 

    

 Bank Code : 
[ALL]

   

 
Unit Wise  

   

 Unit Code : 
[ALL]

   

 

Cheqe Credited 

From Year-Month 
January 2014

To Year-Month 
January

2014
 

 

Date Wise Credit-Debit Register 

From date      (dd/mm/yyyy) 
Credit

 To Date  

 
Cheque Report For NER                           

Credit/Debit 
 

 

GENERATE
 

 

 

Enter Cheque No For Cheque Status  

 

Steps for cheque report. 

1. Enter cheque no For Cheque Status. 

2. Select Unit  , month ,year Click to “Generate” button for credit /Debit data. 

 

 

 

 

  

 

 

  

https://aims.indianrailways.gov.in/IPAS/acbooksForms/RIBscrtrEPAYMENTcalc.jsp
https://aims.indianrailways.gov.in/IPAS/acbooksForms/Parameter.jsp
javascript:NewCal('STARTDATE','ddmmyyyy',false,24)
javascript:NewCal('ENDDATE','ddmmyyyy',false,24)
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CHAPTER – Cash Book 
 

Books  
. 

 

 

Misc. Cash Receipt (  CASHBOOK USER ONLY If cash Module not functions) 

Miscellaneaus Cash Receipt   
  

                   (DD/MM/YYYY) 
 

MCR Date 
   

  

 

Allocation Dr/Cr Amount MCR No. Gauge Voted/Charged Delete? 

  

Op. Bal 
 
Debit 

 
Credit 

 
Cl. Bal. 

 
 

  
 

 

 

 

Reports 

  

 

MCR - Detail 

  

 

MCR - Summary  

  

 

Cash Book - Detail 

  

 

Cash Book - Daily Summary 

  

 

Cash Book - Monthly Summary 

  

 

Cash Book(New) 

  

 

Cash Book-(Co7+MCR) Monthly Summary  

  

 

DR Cash Report 

  

 

DR Cash Book  

  

 

Suspense Head  

  

 

Capital Head 

  

 

Cash Data - CASH  

  

 

Cash Data - MCR  

 

1. Select Unit  ,Date, month ,year Click to “Generate” button for Cashbook data. 

 

 

 

 

 

 

 

 

 

 

http://www.treemenu.net/
https://aims.indianrailways.gov.in/IPAS/BooksForms/MiscCashReceipt.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/MCRdetail.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/Monthlysummary.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/cashbookdetail.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/CashBookDaily.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/CashBookMonthly.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/CashBookDetailJasper.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/CO7MCRMONTHLY.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/DRCashBook.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/CRNCashRegister.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/Suspension.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/CapitalHead.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/CashData.jsp?type=CASH
https://aims.indianrailways.gov.in/IPAS/BooksForms/CashData.jsp?type=MCR
https://aims.indianrailways.gov.in/IPAS/BooksForms/MiscCashReceipt.jsp
javascript:clickOnNode("2")
https://aims.indianrailways.gov.in/IPAS/BooksForms/MCRdetail.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/Monthlysummary.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/cashbookdetail.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/CashBookDaily.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/CashBookMonthly.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/CashBookDetailJasper.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/CO7MCRMONTHLY.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/DRCashBook.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/CRNCashRegister.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/Suspension.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/CapitalHead.jsp
https://aims.indianrailways.gov.in/IPAS/BooksForms/CashData.jsp?type=CASH
https://aims.indianrailways.gov.in/IPAS/BooksForms/CashData.jsp?type=MCR
javascript:NewCal('mcrDate','ddmmyyyy',false,24)
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CHAPTER – Cash Data upload 
ACBooks  

Reports 

Cash Data Report     

The purpose of this module is to upload Cash data  on E-Recon site .    

Cash Data Report  
  

 DATE FORMATE 01/04/2014(DD/MM/YYYY) 
 

From 
Date DATE  

 

To Date 
DATE  

Unit GORAKHPUR
  

Section ALL Section All  
  

  
 

 Generate Report 
  

 

 

1. Select Unit  ,Date, month ,year Click to “Generate Report” button for Cash data. 

2. Save Cash data text file Report on PC( Desktop or   document file location)  and upload E-

Recon site. 

 

ACBooks 
 

 

Schedule Reports 

  

 

Account Current-Actual 
The purpose of this module is to prepare Account Current-Actual . 
Receipts & Outgoings Report  

  

  
 

Year 2014
 

Month February
 

AU GORAKHPUR
   

  

  

  
 

 Generate Report Seq wise  Generate Report text     Clear    

 

 

        

 
  

https://aims.indianrailways.gov.in/IPAS/acbooksForms/CashDataReport.jsp
https://aims.indianrailways.gov.in/IPAS/acbooksForms/RevenueReport.jsp
https://aims.indianrailways.gov.in/IPAS/acbooksForms/RevenueReport.jsp
javascript:clickOnNode("45")
https://aims.indianrailways.gov.in/IPAS/acbooksForms/RevenueReport.jsp
javascript:NewCal('mcrDate','ddmmyyyy',false,24)
javascript:NewCal('mcrDate','ddmmyyyy',false,24)
javascript:NewCal('STARTDATE','ddmmyyyy',false,24)
javascript:NewCal('ENDDATE','ddmmyyyy',false,24)
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AIMS/IPAS USER MANUAL  2014
 

 
 

N O R T H  E A S T E R N  R A I L W A Y  G O R A K H P U R  
 

Page 190   

  

 

Account Current-Approximate 
The purpose of this module is to prepare Account Current- Approximate  . 
Approximate - Receipts & Outgoings Report  

  

  
 

Year 2014
 

Month January
 

AU ALL
  

   

 

Check All 
 

Receipts Report 
 

Outgoings Report 
 

Fig's in Thousands
 

 

  

  
 

  

Generate Report                      Clear           

 
Select Unit  , year, month , Click to “Generate Report” button 
  

  

https://aims.indianrailways.gov.in/IPAS/acbooksForms/ApproximateAC.jsp
https://aims.indianrailways.gov.in/IPAS/acbooksForms/RevenueReport.jsp
https://aims.indianrailways.gov.in/IPAS/acbooksForms/ApproximateAC.jsp
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CHAPTER – Cash Module 
 

Background 

 

The purpose of this module is capture earning of railway from miscellaneous and station earning. 

This module is divided in two parts. 

1. MCR (Miscellaneous earning) 

2. Cash (Station Earning) 

Here we will discuss separately. 

 MCR (Miscellaneous Earning) 

This part is used by all division in their MCR office for issue of MR Number, generation and realization of 

Treasury Remittance against receiving of cash and cheques. 

Misc. Receipt Entry 

This screen is provided to enter details of Misc. receipt. There are two types of Misc. Receipt cash and 

cheque 

 Misc. Receipt (Cash). 

Steps for enter misc. receipt detail for cash. 

1. Select receipt mode as Cash. 

 

The following table gives a brief description of fields of forms that you help to enter detail of 

miscellaneous cash receipt. 

Fields Description 

Money Receipt No Next number of last saved MR. Edit the field as manual MR receipt 
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number if not matched with manual receipt number. 

Money Receipt Date Enter MR issue date. By default set for system date. 

Receipt Category 
Select receipt category from list. Accordingly receipt type will change in 

allocation detail section 

Party Name 
Enter party code and party name from popup if exist else „00000000‟ as 

party code and party name as mentioned in manual receipt. 

Party Address Enter address of party. 

Receipt Amount Enter receipt amount 

Allocation detail 

Receipt Type Select receipt type from list 

Amount Enter amount booked under selected receipt type.  

Estimate No Enter estimate no if amount is booked under capital allocation. 

Allocation 
Editable field 8 digit long valid allocation. Popup displays the valid 

allocation list. 

Spending Unit Enter spending unit for booked amount 

 

2. Sum of allocation amount should be equal to receipt amount. 

3. Click to Save button for store MR detail. 

Misc. Receipt (Cheque). 

Select receipt mode as cheque .For cheque mode, system generates a temporary number as transit 

number assign to cheque mode MR entry. Actual MR number is issued after realization of entered 

cheque. Till that MR cheque entry referenced by assigned transit number. 
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The following table gives a brief description of fields of forms that you help to enter detail of 

Miscellaneous Cheque receipt. 

Fields Description 

*Transit No Temporary assigned system generated number. 

*Transit Date Enter transit date. By default set for system date. 

*Receipt Category 
Select receipt category from list. Accordingly receipt type will change in 

allocation detail section 

*Party Name 
Enter party code and party name from popup if exist else „00000000‟ as 

party code and party name as mentioned in manual receipt. 

Party Address Enter address of party. 

*Receipt Amount Enter receipt amount 

Allocation detail 

*Receipt Type Select receipt type from list 

*Amount Enter amount booked under selected receipt type.  
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Estimate No Enter estimate no if amount is booked under capital allocation. 

*Allocation 
Editable field 8 digit long valid allocation. Popup displays the valid 

allocation list. 

*Spending Unit Enter spending unit for booked amount 

Cheque Detail 

*Cheque No Enter cheque no  

*Cheque Date Enter cheque date 

Bank Enter bank 

Branch Enter branch of cheque 

Local/Outstation Local/outstation flag 

*Cheque Amount Enter cheque amount 

Enter the detail as mention above table. Receipt amount, allocation amount total and cheque amount 

total should be equal. 

Click to Save button to store detail in database. 

  Misc. Receipt Edit 
 
This screen is provided to edit of MR entry detail. System allows the user to edit details of MR entry 

until Treasury Remittance is not generated for received cash or cheque for that entry 

Select MR number from popup list and click to GO button for detail.  
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 Modify the detail as required. 

Click to Save button to store modified detail of MR entry. 

Cancel MR 

This screen is provided for cancellation of entered MR entry.System allows the user to cancellation of 

MR entry until Treasury Remittance is not generated for received cash or cheque for that entry 

  Select MR number from popup list then system will display as shown in figure below.  
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      Click to Save button to cancel selected MR. 

 

TR Note Generation 

This screen is provided to generate Treasury Remittance of cash and cheques received from MR 

entry. System allows generating TR of cash and cheque separately. 

Click to TR Note Generation Link in the menu. 

1. Select Receipt Mode either cheque or cash and press GO button. 

2. System displays the  

2.1. Last TR detail for selected remittance bank  

2.2. Current TR Number and TR date. Both fields are editable. Modify as actual TR number and 

TR date. To change TR Number click to image given. 

2.3. List of Cheques Number against which TR Number is not generated. 

As shown below. For cheque receipt mode 

Or  

List of cash amount received against Cash MR for cash receipt mode. 

 

 

   For Cheque Mode 
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For Cash Mode 

 

3. Check the box for select cheque no or cash amount and click Save button to generate TR for 

selected cheque or cash. 

Realization Entry 

This screen is provided to enter realization status of generated TR. 
Steps for realization of TR. 
1. Click to Realisation Entry link of menu. 
2. Select remittance bank from list. 
3. Click to Go button and System will display as shown in figure below. 
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4. From the TR list, select TR number for realization. 

5. Enter Realisation Date. 

6. Click to Save button. 

7. For partial Realization, Details button are there. Click to detail button.  

 

8. Here realize list has three values. 

1. Realize: For realize the cheque. 

2. Return: Cheque will reappear in TR note generation and excluded from this TR Number. 

3. Cancel: Cheque and corresponding MR entry will get cancel status. 

4. Click to OK button to change realized amount of selected TR. 

 Conversion To MR 

This screen is provided to convert transit number to MR number. As we have already discussed for 

cheque MR entry we assign a temporary number as transit number to MR entry. This number is 

converted to MR Number when cheques are realized through TR. 

 

Steps for Conversion of Transit number to MR Number. 

1. Click to Conversion to MR link of menu. 

2. Select transit number from popup. 

3. Click to Go button for detail. 
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4. If all cheques are realized for this transit number then save button will get enable else disable. 

5. Enter MR Number and MR date 

6. Click to Save to generate MR number for this transit number. 

 

Cash Book Process (MCR) 

Any transactions entered through MCR for a particular date will not be accountable unless Cash 

Book is not freeze for that date. In cash module we have two different screen of cash book process, 

one is for MCR cash book and another is for MCR and station earning. Unit which receives only 

MCR earning should process cash book for MCR and units which receives both earning should 

process CRN cash book these units should not process MCR cash book. 

Once cash book is freeze for that day, system will not allow editing or entering data for that date. 

Steps For freeze cash Book. 

1. Click to Cash Book link in menu. 

2. System will display following screen. 



AIMS/IPAS USER MANUAL  2014
 

 
 

N O R T H  E A S T E R N  R A I L W A Y  G O R A K H P U R  
 

Page 200   

 

The table gives description of fields of forms that you help to understand detail of cash book. 

Fields Description 

Date  System fetched data. Next date of last freeze date. 

Opening balance System fetched data. Closing balance of last freeze date. 

MR Issued System fetched data.MR issued through system for displayed date. 

Remittance Into Bank System Fetched Data, TR realized through system for displayed date. 

Closing Balance System calculated Data, (OB+MR Issued-Remittance Into Bank) 

Freeze cash Book 
Check this filed after verification and click to OK button for cash book 

freeze. 

CRN (Station Earning) 

This sub module is provided to capture station earning of railway. In railway some units are designated 

to receive CR (Cash Remittance) from stations. In ECoR khurda and waltair receives the CR as station 

earning. This module stores the station earning detail entered by these units.  

 

CR Note Entry 

This screen is provided to store CR Note detail enter by user. 

Steps for Enter CR detail. 

1. Click to CR Note Entry Link in Menu. 

2. Screen will be displayed as below. 
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The following table gives a brief description of fields of forms that you help to enter detail of CR 

Detail. 

 

Fields Description 

*CR Number Enter CR number as mentioned in CR of station 

*CR Date Enter CR Date as mentioned in CR of station 

CR Header 

*Station 
Enter station code of CR. If not found in station popup contact system 

administrator to add station to system. 

Division Fetched by system 

Section Fetched By system 

*Earning Date Enter Earning date of CR 
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*Entry Date Enter Entry date For CR. By default configured for system date. 

*CR Amount Enter CR Amount of CR 

Cash Bag Number Enter cash bag number of CR (optional). 

*Cash+Instrument Enter cash and instrument value of CR 

Voucher Amount System calculated amount i.e. CR amount --(cash+instrument) 

Acknowledge  

Cash Amt 
Enter acknowledge cash amount for CR 

Discrepancy 

amount 
System calculated amount 

Discrepancy reason Select reason if any. 

Link No Enter link no for discrepancy for reference if any. 

Acknowledge  

Voucher  Amt 
Enter acknowledge Voucher amount for CR 

Discrepancy 

amount (Voucher) 
System calculated amount 

Discrepancy reason Select reason if any. 

Link No Enter link no for discrepancy for reference if any. 

Remarks If any for future reference. 

CRN Summary 

*Receipt Mode List of possible receipt mode for CR. 

*CR Amt Enter Distribution of CR amount receipt mode wise. 

CRN Classification 

*Receipt category List of all category for earning.  

*Rcpt Amount Enter earning of amount against category wise. 

Station TR Detail 

TR No Enter TR Number received with CR. 

TR Dt Enter TR date mentioned on TR. 

Bank Enter remittance bank of TR 

TR Amt Enter TR amount of TR 

e-Payment Check if TR belongs to e-Payment. 

 

3. Enter CR header detail as mentioned in CR note. 

4. Enter CR amount distribution among rcpt mode wise in CRN Summary section. 
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5. Enter rcpt amount of CR category wise in CRN classification section. 

6. Enter Station TR Detail received against CR in Station TR detail section. 

7. Validation for CR Note Entry. 

7.1. Acknowledged Voucher amount should be equal to Voucher amount of CRN Summary 

section. 

7.2. Acknowledged Cash amount +Acknowledged Voucher amount should be equal to total 

amount of CRN Summary section. 

7.3. Acknowledged Cash amount +Acknowledged Voucher amount should be equal to total 

amount of CRN Classificationsection. 

7.4. TR amount in CRN Summary section should be equal to TR Totalof Station TR detail 

section. 

7.5. E-Payment amount in CRN Summary section should be equal to E-Paymentof Station TR 

detail section. 

8. For nil CR, check the NIL CRNcheck box after station entry.  

9. Click to Save button to store CR detail. 

 

 

 

EditCR Note  

This screen is provided to edit CR detail entered. 

Condition for CR Edit. 

1. Cash Book should be open for entry date of given CR. 

2. Shroff who has entered CR detail only allow editing CR detail. 

3. Cash Book should be open for entry date (if entry date is changed). 

Steps for edit CR detail. 

1. Enter CR Number. 

2. Click to Go button. 

3. System will display CR detail as shown in fig. below and click to Save button after editing. 
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CR Voucher Entry 

This screen is provided to store voucher detail received with CR Note. 

Steps for enter voucher detail. 

1. Enter CR Number. 

2. Click to Go button 

3. System will display CR detail along with voucher details entered earlier as shown in figure. 
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4. Enter voucher detail in selected area of figure shown. 

5. System automatically adds voucher detail to voucher detail list shown below. 

6. Again enter voucher in selected area and so on… 

7. Click to save button to store detail. 

MCT Entry 

This screen is provided to store MCT (Sundries) detail received with CR Note. 

Steps for enter voucher detail. 

1. Enter CR Number. 

2. Click to Go button 

3. System will display CR detail along with MCT details entered earlier as shown in figure. 
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4. Enter MCT Number, MCT amount and description for MCT. 

5. Click to Add Row button to add more records. 

6. Click to Save button to store details. 

 

 

Shroff Summary 

This screen is provided to enter cash and instrument detail received by shroff from CR Note. Here user 

enters the cash details received for a particular day and cheque detail received against CR Note wise. 

A. Steps for Enter shroff cash summary: 

1. Enter date as entry date of CR Note entry. 

2. Select shroff from list shroff. 

3. For cash detail entry, do not enter CR number. 

4. Click to Go button. 

5. System will display summary of received amount category wise. 
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6. Enter the cash denomination received for given date for given shroff. 

7. Click to save button to store cash denomination detail. 

 

 

B. Steps for Enter shroff Cheque detail crnumber wise: 

1. Enter date as entry date of CR Note entry. 

2. Select shroff from list shroff. 

3. Select CR Number from popup for which cheque details have to enter. 

4. Click to Go button. 

5. System will display summary of received amount category wise. 

6. Click to Cheque/DD tab 
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7. Enter cheque detail as shown in figure. 

8. For multiple cheques click to Add Rows button. 

9. User can also verify total cheque amount entered for shroff for selected crnumber and for 

date also. 

10. Click to save button to store cheque detail for crnumber wise. 

11. Similarly enter cheque details for other crnumber.  

 

Delete CR Number 

This screen is provided for deletion of entered CR Note.System allows the user to deletion of CR 

until cash book is open for entry date of crnumber 

Select CR number from popup list then system will display as shown in figure below.  
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    Click to Save button to delete selected Cr Number. 

 

TR Note Generation 

 

This screen is provided to generate Treasury Remittance of cash and cheques received from CR 

Note entry. System allows generating TR of cash and cheque separately. 

Click to TR Note Generation Link in the menu. 

 

1. Select Receipt Mode either cheque or cash and press GO button. 

2.System displays the  

2.1. Last TR detail for selected remittance bank  

2.2. Current TR Number and TR date. Both fields are editable. Modify as actual TR number and 

TR date. To change TR Number click to image given. 

2.3. List of Cheques Number against which TR Number is not generated. 

As shown below. For cheque receipt mode 

Or  

List of cash amount received from CR Note entry, entry date wise. 

   For Cheque Mode 
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For Cash Mode 

 

3. Check the box to select cheque no or cash amount and click Save button to generate TR for 

selected cheque or cash. 

Realisation Entry  

This screen is provided to enter realization status of generated TR. 

Steps for Realisation of TR. 

1. Click to Realisation Entry link of menu. 

2. Select remittance bank from list. 

3. Click to Go button and System will display as shown in figure below. 
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4. From the TR list, select TR number for realization. 

5. Enter Realisation Date. 

6. Click to Save button. 

7. For partial Realization, Details button are there. Click to detail button.  

 

8. Here realize list has three values. 

5. Realize: For realize the cheque. 

6. Return: Cheque will reappear in TR note generation and excluded from this TR Number. 

7. Cancel: Cheque will not realize and remain in cancel status. 

8. Click to OK button to change realized amount of selected TR. 

Cash Book Process (CRN) 

Any transactions entered through CRN for an entry date will not be accountable unless Cash Book is 

not freeze for that date. In cash module we have two different screen of cash book process, one is 

for MCR cash book and another is for MCR and station earning. Unit which receives only MCR 

earning should process cash book for MCR and units which receives both earning should process 

CRN cash book these units should not process MCR cash book. 

Once cash book is freeze for that day, system will not allow editing or entering data for that date. 

Steps For freeze cash Book. 

1. Click to Cash Book link in menu. 

2. System will display Date as next date of last closing date of cash book. 
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3. System will display following screen after clicking Go button. 

 

The table gives description of fields of forms that you help to understand detail of cash book. 

 

Fields Description 

Date  System fetched data. Next date of last freeze date. 

Opening balance System fetched data. Closing balance of last freeze date. 

MCR Cash 
System fetched data.MR issued for rcpt mode Cash through system for 

displayed date. 

MCR Cheque 
System fetched data.MR issued for rcpt mode Cheque through system for 

displayed date. 

Coaching 
System Fetched Data, Amount received under Coaching classification for 

an entry date as displayed date. 

Goods 
System Fetched Data, Amount received under Goods classification for an 

entry date as displayed date. 
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Sundries 
System Fetched Data, Amount received under Sundries classification for 

an entry date as displayed date. 

Station Earning 
System calculated Data, Total Amount received under Coaching, Goods 

and Sundries classification for an entry date as displayed date. 

Chq Unrealized 
System Fetched Data, Unrealized TR amount for given date due to partial 

realization of TR. 

Cash TR (MCR) 
System Fetched Data, TR generated for cash amount of MCR on given 

date. 

Cheque Realized 

(MCR) 
System Fetched Data, TR realized for cheque of MCR on given date. 

Cash TR (CRN) 
System Fetched Data, TR generated for cash amount of CRN on given 

date. 

Cheque Realized 

(CRN) 
System Fetched Data, TR generated for cheque of CRN on given date. 

Station TR (CRN) 
System Fetched Data, Received station TR from CR Note for entry date 

as given date. 

Vouchers 
System Fetched Data, Received Voucher amount from CR Note for entry 

date as given date. 

Closing Balance System calculated as debit total – credit total 

 

4. Check the freeze button. 

5. Click to Save button to complete cash book process for given date, 
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 CHAPTER – Pay Module 
 

Background 

 

In railway any payment to employee or third party is done through pay office either by in the form of 

cheque or cash. The purpose of this module is maintained these cheque and cash payment detail and 

return statement for unpaid cheque and cash. 

In IPAS pay module, there is two type of user: 

1. Clerk: who distributes the cheque and cash among the cashier. 

2. Cashier: who distributes the cheque and cash to payee and returns the paid and unpaid 

statement to books. 

 

Pay Module (Clerk) 

For this type of user module has provided to 

1. Assigning PMR Number to co6number for which abstract has been generated. 

2. Distribution of cheque and cash among cashier. 

 

PMR Registration 

This screen is provided for registration of co6number in which system assigns a PMR Number to each 

co6number which is system generated unique number. 

Steps for PMR Registration. 

1. Click to PMR Registration Link in menu. 

2. System will display abstract number list which contains abstract numbers for which PMR 

registration is yet to be done. 

3. Registration is performed abstract number wise. 

4. Select the abstract number from list and click to Go button. 

5. System will display the co7number list from the selected abstract. 

6.  Select all the co7number from the list. 

7. System will display all associated co6number list for selected co7number along with PMR 

number assigned to each co6number as shown in figure below. 

8. System also displays the starting PMR number for this co6number list. 

9. By default PMR date is system date. 

10. Change the PMR date as required; system automatically will change PMR Number to next PMR 

number serial number of last saved PMR number. 
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11. Click to Save button to store PMR Registration data for given abstract. 
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PMR Distribution 

This screen is providing to distribute PMR‟s among cashier. Here system displays two type of cashier 

one is normal cashier and another one is NRB cashier. Suppose a PMR is selected in which has RB 

cheque and NRB cheque. On distribution RB cheque will assigned to normal cashier and NRB cheque 

will be assigned to selected NRB cashier. Also for salary NRB cheque, system will assign a predefined 

NRB cashier which is set earlier by database administrator irrespective of selected NRB cashier. 

 

Steps for distribution of PMR among cashier. 

1. Click to PMR Distribution link in menu. 

2. System will display all the PMR‟s which are not assigned to cashier. 

 

3. Select the normal cashier from list. 

4. Select the NRB cashier from list. 

5. Select the PMR from the list 

6. Click to Save Button to distribute PMR to select cashier. 

7. On save system, normal cheques and cash cheque will assign to normal cashier for selected 

PMR‟s and NRB cheques will assigned to selected NRB cashier for selected PMR‟s. 
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Pay Module (Cashier) 

For this type of user module has provided to 

1. Enter detail of cash payment. 

2. Enter detail of cheque payment. 

3. Return statement for paid and unpaid (P4 generation). 

4. Vouchers return statement for unpaid (P5 generation.) 

 

PMR Transfer 

This screen is provided to return PMR‟s from the cashier account. 

1. Click to PMR Transfer link to menu. 

2. System displays list of PMR‟s from cashier account for which P4 is not generated. 

 

 

 

3. Select the PMR‟s from PMR list for return. 

4. Click to save button to return PMR‟s. 

5. On return selected PMR‟s will reappear in Clerk distribution list. 
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Dispatch of Cheque 

This screen is provided to enter cheque payment detail. 

Steps for enter cheque payment detail: 

1. Click to Dispatch of Cheque link in menu. 

2. System displays the unpaid cheque list from cashier account for which corresponding PMR‟s p4 

number is not generated.  

 

 

 

3. Enter cheque payment date and postal receipt no for reference in case of postal dispatch. For 

more detail click to more button. 

4. Click to Save button to store payment detail of cheque. 

5. Once cheque is paid or P4 number is generated for corresponding PMR, cheque will not appear 

in this list. 
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Cash Payment 

This screen is provided to enter cash payment detail. 

Steps for enter cash payment detail. 

1. Click to Cash Payment link in menu. 

2. System will display cash detail from cashier account. 

 

 

 

3. Enter paid amount of cash amount and paid date. 

4. Click to Save button to store cash payment detail 

5. Once full cash amount is paid for PMR number or p4 number is generated for PMR then PMR 

will not appear in this list. 

6. In case of partial payment PMR will appear in this list. 
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PMR Voucher Return (P4 generation) 

This screen is provided to generate p4 number for PMR voucher return. This means system will not 

allow cashier to pay cheque or cash for P4 generated PMR‟s. 

 

Steps for PMR Voucher Return (P4 generation). 

1. Click to PMR Voucher Return link in menu. 

2. System displays all the PMR‟s for which P4 number is not generated. 

3. Also there is NRB tab for NRB cashier, displays the list of NRB cheques for which P4 number is 

not generated. 

 

PMR TAB 

 

 

 

 

NRB TAB 
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4. Enter P4 month, by default set for current month. On change system automatically fetches the 

next number of last saved p4 number for entered p4 month for that cashier.  

5. Enter P4 Date by default set for system date. 

6. System allows assigning same p4 number for PMR‟s and NRB cheques. 

7. Select PMR‟s from PMR tab for which p4 number is to be generated. 

8. Select NRB cheques from NRB tab for which p4 number is to be generated. 

9. Click to Save button to generate P4 number selected items. 

10. After save, associated cheques and cash will not appear in cash payment and cheque payment 

screen. 

Unpaid Vouchers (P5 generation) 

This screen is provided for generation of P5 number for unpaid PMR‟s. Cashier returns the instrument 

with P5 statement. If there is cash amount cashier deposit the cash to MCR office and issued MR receipt 

returned with P5 statement. If there is unpaid cheque cashier returns cheque with P5 statement to books 

section for cheque cancellation. 

Steps for Unpaid Voucher (P5 number generation). 

1. Click to Unpaid Voucher link in menu. 

2. P5 is generated for PMR‟s in which there is unpaid amount and P4 Number has been generated 

for that PMR or unpaid NRB cheques for which p4number has been generated for that cheque 

3. System displays the list of PMR‟s for which there is unpaid amount in PMR tab. 

4. System displays the list of NRB unpaid cheques in NRB tab. 

5. Enter P5 month, by default set for current month. On change system automatically fetches the 

next number of last saved p5 number for entered p5 month for that cashier 

 

PMR TAB 
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NRB TAB 

 

6. Enter MR Number for cash unpaid amount. 

7. Enter P5 Date. 

8. Select PMR from PMR tab list for P5 generation. 

9. Select Cheques from NRB tab for P5 generation. 

10. Click to more... button for detail. 

11. Click to Save button for P5 generation for selected items. 
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CHAPTER – E-Suspense Module 
 

Background 

 

The objective of E-Suspense is maintaining ledger for employee-suspense allocation wise. An employee 

debited amount as loan from suspense allocation and credited to suspense allocation through salary 

recovery. When employee get transferred other unit or other railway, source unit clears the suspense 

account of employee by JV and destination unit start suspense account for employee. 

An employee can credit to suspense allocation through MCR also. 

POSTING 

This screen is provided to post older records of employee which are not in the system from financial year 

2008-2009 and enter closing balance as on 31
st
 march of 2008. 

Steps for posting the transactions: 

1. Enter the employee number. 

2. Enter allocation from list. 

3. Click to Go button. 

4. System displays as shown below. 
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5. System displays all transaction of employee with selected allocation. 

6. User allows entering more rows of transactions by clicking to Add Row button. 

7. Transactions which come directly from system will not be editable.ex salary processing and 

MCR transfer. 

8. Enter Closing balance as on 31
st
 mar 2008 if exists. 

9. Click to Save button to save data.  

Edit OB 

This screen is provided to enter Opening Balance of allocations for financial year 2008-2009. 

Steps for enter/Edit OB of allocations for financial year 2008-2009. 

1. Click to Edit OB link in menu. 

2. Click to Go button. 

3. System displays the following screen. 
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4. Edit OB as required. 

5. Click to Save button to store data. 

MCR Transfer 

This screen is provided to post transactions which are deposited through MCR office against employee 

number. 

 

Steps for post MCT transaction to ESuspense ledger. 

1. Click to MCR Transfer Screen. 

2. Select allocation from list. 

3. Click to Go button. 

4. System displays the transaction deposited through MCR as shown in figure below. 
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5. Check radio button for transfer to ledger. 

6. Click to Transfer To Ledger button to transfer record in employee ledger. 

 

MCR Entry 

This screen is provided to post transactions which are deposited through MCR office for multiple 

employees through single MCR. 

 

Steps for Post records to employee ledger: 

1. Select allocation from list. 

2. Select MR Number from popup which displayed list of MR number in which transaction is made 

in selected allocation and yet to posted. 

3. Click to Go button. 

4. System displays the MR amount deposited under given allocation as shown in figure below 
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5. Enter employee number and amount to be transfer to employee ledger. 

6. Amount and entered amount should be equal. Then Transfer To Ledger will get enable. 

7. Click to Transfer To Ledgerto save data. 

 

JV Transfer 

This screen is provided to post transactions which are done through JV. 

Steps for Post records to employee ledger: 

1. Select allocation from list. 

2. Select JV Number from popup which displayed list of JV number in which transaction is made in 

selected allocation and yet to posted. 

3. Click to Go button. 

4. System displays the JV details as shown in figure below. 
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5. Enter employee number, debit/credit flag and amount to be employee ledger. 

6. Amount and entered amount should be equal. Then Transfer To Ledger will get enable. 

7. Click to Transfer To Ledgerto save data. 

 

View Ledger 

This screen is providing to view employee ledger allocation wise. 

Steps to view employee ledger: 

1. Select allocation from list. 

2. Enter employee number. 

3. Enter financial year 

4. Click to Go button. 

5. System displays Ledger detail for selected financial year and allocation. 
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6. Prev and Next buttons are provided to navigate ledger for previous year and next year 

respectively. 

7. System displays all the transactions of employee and allocation for given financial year. 

 

E-Suspense Reconciliation 

This screen is provided to reconcile suspense transaction with Books transaction. 

Steps For Verify E-Suspense Reconciliation: 

1. Enter year month of reconciliation. 

2. System displays all the transaction for allocation under suspense head and financial head as 

shown in figure below. 

 



AIMS/IPAS USER MANUAL  2014
 

 
 

N O R T H  E A S T E R N  R A I L W A Y  G O R A K H P U R  
 

Page 230   

 

 



AIMS/IPAS USER MANUAL  2014
 

 
 

N O R T H  E A S T E R N  R A I L W A Y  G O R A K H P U R  
 

Page 231   

 

3. If transactions are same for both heads, then displays the green image  else red image . 

4. Check the check box for correct transactions in suspense head. 

5. Click to Final button. 

6. Now, for checked allocation and given year month system will not allow any transaction i.e. data 

is freeze for allocation and year month. 

CO7 Transfer 

This screen is provided to post the transactions which are debited/credited through CO7. This happens 

only for RCT employee salary bill. 

Steps for Post records to employee ledger: 

1. Select allocation from list. 

2. Select CO6 Number from popup which displayed list of CO6number in which transaction is 

made in selected allocation and yet to posted. 

3. Click to Go button. 

4. System displays the Allocation details as shown in figure below. 

 

 

 

5. Enter employee number, debit/credit flag and amount to be employee ledger. 

6. Amount and entered amount should be equal. Then Transfer To Ledger will get enable. 

7. Click to Transfer To Ledgerto save data. 
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DOs & DON‟Ts 

Dos 
 
 

1. Always use Internet Explorer  ver. 8 but not greater than 10 for 
working on AIMS/IPAS. 

2. Turn compatibility mode on. 
3. Keep your user ID & password safe & secure. 
4. Avoid keeping your PF number as password. 

5. Immediately change your password after you login first time. 
6. Keep your One Time Password (OTP) safe & secure. 
7. Always keep your bills in initialised state. 
8. Log out & switch off the machine while leaving. 

9. Check the recovery of CUG, Electric charges, House rent, water 
charges etc. for all the employees of your bill unit before forwarding 
the bill to IC for passing. 

 
 
 
 

DON’Ts 
 

1. Never leave your machine open with your Login ID. 
2. Never share your user ID & password to anyone. 
3. Never tell your One Time Password (OTP) to anyone. 
4. Never keep your PF number as password. 

5. Don‟t use any other web browser , , for working with 
AIMS/IPAS other than Internet Explorer (8-10), as some screens 
may not appear correctly. 

6. Never leave your bills in Processed state, as it may leads to number 
of discrepancy (for example CUG, Electric charges, Diet etc. cannot 
be ported). 

7. Do not pass the salary bills, if you found that CUG, Electric charges 
are not ported in the current month, whereas any/all were present in 
the last month salary bill. 

 
 
 
 



AIMS/IPAS USER MANUAL  2014
 

 
 

N O R T H  E A S T E R N  R A I L W A Y  G O R A K H P U R  
 

Page 233   

SELF SERVICE PORTAL 

 
Every Railway employee and Railway contractor can use this facility on their smartphone or 

computer/laptop using Goggle Chrome web browser.  Railway employees have unique 

RUID (Railway Unique Identification) no. an exclusive seven-digit number allotted through Railway Board, which 

is being printed on the salary slip. Staff whose RUID is not being printed on the salary slip are supposed to check it 
from the site or wait for next lot from Railway Board. 

 

 
 
The following screen is main page for Self Service Portal. 
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Following screen shows instructions for getting SMS and using self service portal smoothly. 
 

USE OF MOBILE APPLICATION IN IPAS 
  

For using the mobile application developed by CRIS in IPAS, CRIS has advised to 
follow the following steps:  

 
a) Since it is associated with sms facility, as per guidelines of TRAI, subscriber have 

to submit one time consent for receiving AIMS SMS alert by sending the text 
“SMS START” to 08860622020 . Please note that without subscribing SMS alert 
as above, it will not be possible to get OTP (One Time Password) etc on your 
mobile and mobile application cannot be used. Further it is also required to get 
the SMS alert for salary, PF etc from CRIS automaticaly.  

 
b) After registering with CRIS SMS alert as above, please open the following link in 

your mobile/ PC : www.aims.indianrailways.gov.in/mAIMS.  
 
c) A page will open showing AIMS Mobile and two fields as EMPLOYEE-INFO & 

CONTRACTOR-INFO.  
 
d) Please click on employee info. The screen will appear asking the details of RUID. 

RUID is being published on your salary slip now. Even if u doesn’t know your 
RUID, please click KNOW YOUR RUID.  

 
e) After clicking know your id, with the help of your PF Number, you will be able to 

know your RUID.  
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PLEASE NOTE THAT RUID IS GENERATED BY RAILWAY BOARD AND THIS WILL 
BE A UNIQUE NUMBER TO IDENTIFY YOURSELF  
 

f)  After getting your RUID, please enter the same and click submit.  
 
g) Next screen will ask you for your mobile number. After submitting the mobile 

number, system will send u an OTP (One Time Password). After secure login 
with  this password, one 8 digit password will be send to your mobile, which can 
be used from next time whenever u login with your RUID. If you doesn’t 
remember the 8 digit password, the facility of OPT is also provided, whenever u 
login.  

 
h) The password provided initially and the mobile number can be changed (after 

login) by using profile option provided on the top (left side) of the screen.  
 
i) After successful login, you can access your details like Bio-Data, Salary, PF, 

Leave Details, Income Tax etc.  
 

j)  In case of any difficulty, please contact Zonal IT Centre / HQ.  
 
 

 
 
If any employee wants to know his/her RUID no, one can select Know your RUID under Employee, 
There is a possibility that more than one employee with same PF no appear after putting PF no, as the 
data is fetched from all railways.  
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AIMS/IPAS USER MANUAL  2014
 

 
 

N O R T H  E A S T E R N  R A I L W A Y  G O R A K H P U R  
 

Page 240   

Procedure of viewing CUG mobile details on Airtel website after registration. Go 
to www.airtel.in/myaccount . In the following screen enter your CUG no. & press 
submit button 

 
 

 

http://www.airtel.in/myaccount
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 Same way you can see SMS details & Mobile Internet volume also. 
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FREQUENTLY ASKED QUESTIONS 

 
Q.01-  Who can use the system to see information? 
Ans- Every staff who have a valid user id & password, can login to system, and 

according to permissions given access the information available in the 
database. For example a bill clerk of personnel/executive can view and edit 
the personal & salary related data for staff of his/her bill unit. 

 
Q.02- Can a bill clerk change the Father’s name,DOB & DOA etc? 
Ans- Yes bill clerk can change all other information except Name of employee 

and Bank details ( Bank’s name, Account number ) 
 
Q.03- Who can change Name of Employee and bank details then? 
Ans- Change in name of employee, entry of new/transferred employee, transfer 

in/out of the employee are the duties of DBA of the concerned 
unit/department, whereas change in bank details are permitted to CRIS 
engineer and IPAS control room team at Zonal IT centre, Gorakhpur. 

 
Q.04- What is a DBA, and how he is nominated.? 
Ans- DBA stands for Data Base Administrator, in the current scenerio DBA 

means a user with some special privilages, for performing some specefic 
tasks which a general user can’t perform. The nomination process is same 
as of general user, The concerened officer send the name of 
person,designation,pf no,mobile number,permitted bill unit and task to be 
performed, then CRIS engineer/ IPAS control room team at Zonal IT centre, 
Gorakhpur allot him/her user id and password for the same. 

 
Q.05- How a staff can see his/her details on the system? 
Ans- For viewing self details, one has to register through Self service portal. 
 
Q.06- What is the process for transfer of staff and who can do it? 
Ans- Transfer of staff from one bill unit to another bill unit or from one 

administrative unit to another administrative unit is to be done before 15th 
of every month but before transfer make sure that salary for the previous 
month is charged at both side. This process is a scheduled task of DBA (for 
both transfer in/transfer out). 
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Q.07- Bills are passed but cheque detail is not shown? 
Ans-  In other bill passing module when before passing the bill, user don’t save 

the cheque details, and directly click pass button then this problem occurs, 
so in this case go for cheque detail save it first, then pass. The problem is 
resolved now. 

 
Q.08- Festival advance is sanctioned in favour of any employee, how can 

recovary start automaticaly from next month? 
Ans- At the time of entering amount of festival advance, in the loan tab enter 

the amount and starting month (ie.next month), no of instalment, the 
recovary starts from the next month automaticaly. 

 
Q.09- What are the status of salary bills shown and their meaning? 
Ans- Salary bills have following status with their meaning- 

Sno. Status Meaning 
01 Intilised Bill is in initial state for the month, any modification is 

possible. 

02 Processed Bill is in process state, no modification possible. 

03 Not yet registered Bill is sent to Accounts, but CO6 not generated( Accounts 
has not diariesed it) 

04 Not passed CO6 generated, but bill is not passed by concerned 
finanace. 

05 Passed Bill is passed by concerned finance 

06 C07 generated After passing CO7 is generated by ENGA/EGA 

07 Intilised Books section has made Abstract and bill is ready for 
next month 

 
Q.10- What are the general earning & recovary codes in IPAS/AIMS? 
Ans- Following is the list of ED codes (Earnings/ Deduction), The Codes starting 

with E is for earning whereas code starting with R is for recovary. 
 

SN
O 

EDCODE DESCIPTION ALLOCATION 
/PU    

1 E0010 BASIC PAY 01 

2 E001A ARREARS BASIC PAY 42 

3 E0020 DEARNESS ALLOWANCE 02 

4 E002A ARREARS D.A. 43 

5 E0030 HOUSE RENT ALLOWANCE 04 

6 E003A ARREARS OF HRA 44 

7 E003C ADD-HRA-CCA 04 

8 E003F HOUSE RENT ALLOWANCE - FIXED 04 

9 E0050 TRANSPORT ALLOWANCE/GENERAL 07 

10 E005A ARREARS OF TRANSPORT ALLOWANCE 44 
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11 E007A ARREARS OF ALLOWANCES 44 

12 E0080 LEAVE ENCASHMENT PAY 20 

13 E008A ARREAR LEAVE ENCASHMENT PAY 44 

14 E0090 LEAVE ENCASHMENT DA 20 

15 E009A ARREAR LEAVE ENCASHMENT DA 44 

16 E00P0 DEARNESS PAY 02 

17 E0106 BOOK ALLOWANCE 01 

18 E0240 ARBITRATION AWARD 14 

19 EA032 ADVANCE OF TRAVELLING ALLOWANCE 16 

20 EAA07 SCOOTER ADVANCE-AUD 00761053 

21 EAF00 GENERAL FESIVAL ALLOWANCE 01 

22 EAF01 PONGAL FA 01 

23 EAF02 RAMZAN FA 01 

24 EAF03 ID-UL-FITTRE 01 

25 EAF04 GURUNANAK BIRTHDAY FA 01 

26 EAF05 BAKRID FA 01 

27 EAF08 HOLI FA 01 

28 EAF09 DEEPAVALI FA 01 

29 EAF13 DASARA FA 01 

30 EAF34 FEST ADV BAISAK 01 

31 EB010 PRODUCTIVITY LINKED BONUS 03 

32 EB01A ARREAR PRODUCTIVITY LINKED BONUS 03 

33 EB020 INCENTIVE  01 

34 EB02A ARREARS OF  INCENTIVE 44 

35 EB030 HONORARIUM 14 

36 EB050 UNPAID P.L.B 00844510 

37 EB080 ARREAR -SIXTH PAY COMMISSION 44 

38 EB090 PRODUCTION CONTROL ORG ALLW 01 

39 EB100 ADHOC BONUS 03 

40 EF070 UNPAID NDA 00844510 

41 EFA01 REFUND OF REC.OF PONGAL FA 01 

42 EFA06 REFUND OF REC.OF REPUBLIC DAY FA 01 

43 EFA08 REFUND OF REC.OF ONAM FA 01 

44 EFA32 REFUND OF TA ADVANCE 16 

45 EM001 MEDICAL REIMBURSEMENT 11024199 

46 EM002 TUTION FEE REIMBURSEMENT 11012025 

47 EM003 EDUCATIONAL ASSISTANCE - SCHOOL SUBSIDY 11013099 

48 EM004 COMPOSITE TRANSFER GRANT 15 

49 EM005 FEES 14 

50 EM007 CONVEYANCE HIRE-DOCTOR 13 

51 EM008 AWARDS 12068199 

52 EM014 REIMBURSEMENT OF BAG BRIEFCASE 13 
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53 EM016 CHILDREN EDUCATION ALLOWANCE 11012025 

54 EM017 ARREAR CHILDREN EDUCATION ALLOWANCE 11012025 

55 EM020 NEWS MAGAZINE 13 

56 EM021 ARR NEWSMAG 44 

57 EM060 REIMBURSEMENT OF SHOES 13 

58 EM06A ARREAR OF REIMBURSEMENT OF SHOES 44 

59 EM113 REF.PHONE CHARGE 19 

60 EM155 RISK ALLOWANCE 13 

61 EM163 REF.CUG-PHONE CHARGE 19 

62 EM167 SPECIAL DUTY ALLOWANCE 01 

63 EM600 RATION MONEY ALLOW 13 

64 EM804 REC.OF PENSION BENEFITS-RCT(BASIC) 01 

65 EM805 REC.OF PENSION BENEFITS-RCT(DA) 02 

66 EMA02 TUTION FEE REIMB.-AUDIT 02803009 

67 EN007 DIFFERENCE OF LEAVE SALARY 13071099 

68 EP010 FAMILY PLANNING ALLOWANCE 01 

69 EP01A ARR. FAMILY PLANNING ALLOWANCE 44 

70 EP020 PERSONAL PAY - HINDI 01 

71 EP02A ARR. PERSONAL PAY - HINDI 44 

72 EP040 PERSONAL PAY - QUALIFICATION 01 

73 EP050 SPECIAL PAY - INTELI-BRANCH 01 

74 EQ010 REFUND OF REC.OF RENT-NOMINAL 93652000 

75 EQ050 REFUND OF REC.OF WATER CHARGES 93652000 

76 ER010 KILOMETRAGE ALLOWANCE 10 

77 ER01A ARREAR KILOMETRAGE ALLOWANCE 44 

78 ER020 ALLOWANCE IN LIEU OF KILOMETRAGE (HQR) 10 

79 ER02A ARREAR ALLOWANCE IN LIEU OF KM (HQR) 44 

80 ER03A AR. ALLOWANCE IN LIEU OF KM(OS) 44 

81 ER04A ARREAR ALLOWANCE IN LIEU OF KM(TRAINING) 44 

82 ER060 CELL ALLOWANCE 13 

83 ER06A ARREAR CELL ALLOWANCE 44 

84 ER12A ARREAR TRIP ALLOWANCE  (HIGH SPEED) 44 

85 ER170 A.M.A 13 

86 ER17A ARREAR A.M.A 44 

87 ER190 ADDITIONAL ALLOWANCE (RUNNING) 13 

88 ER191 LEAVE ALLOWANCE (RUNNING) 13 

89 ER19A ARREAR ADDITIONAL ALLOWANCE (RUNNING) 44 

90 ES000 SPECIAL PAY 01 

91 ES010 SPECIAL  ALLOWANCES / GENERAL 01 

92 ES020 SPECIAL PAY - HI - FOOD INSPECTION 01 

93 ES030 SPECIAL PAY - TEACHER-LIBRARY 01 

94 ES050 SPECIAL PAY - GATE KEEPER 01 
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95 ES070 SPECIAL PAY - KHALASI 01 

96 ES090 SPECIAL ALLOWANCE (RPF) 13 

97 ES100 SPECIAL PAY - ICU 01 

98 ES10A ARREARS OF S.PAY 44 

99 ES120 ARMOURAL ALLW 13 

100 ES130 HOOTING ALLW 13 

101 ET001 TAX REFUNDS 00002101 

102 EV000 OVERTIME 11 

103 EV00A ARREARS OF OT SHOER 44 

104 EV010 OVER TIME-HOER SINGLE 11 

105 EV020 OVER TIME-HOER DOUBLE 11 

106 EW010 NIGHT DUTY ALLOWANCE 12 

107 EW01A ARREARS OF NDA 44 

108 EW020 NATIONAL HOLIDAYS ALLOWANCE 13 

109 EW02A ARREARS OF  NHA 44 

110 EW030 TRAVELLING ALLOWANCE 16 

111 EW031 CONSOLIDATED TA 16 

112 EW032 CONTINGENT ALLOWANCE 18 

113 EW033 ARREAR CONTIGENT 44 

114 EW03A ARREARS OF TA 44 

115 EW040 CHARGE ALLOWANCE 01 

116 EW04A ARREAR CHARGE ALLOWANCE 44 

117 EW050 DUAL CHARGE ALLOWANCE 01 

118 EW05A ARREAR DUAL CHG ALLOWANCE 42 

119 EW060 CASH WITNESS ALLOWANCE 13 

120 EW070 NON PRACTICING ALLOWANCE 13 

121 EW080 TEACHING ALLOWANCE 13 

122 EW08A TEACHING ALLOWANCE ARREARS 44 

123 EW090 STATION ANNOUNCER ALLOWANCE 13 

124 EW100 NIGHT PATROLLING ALLOWANCE 12 

125 EW110 WASHING ALLOWANCE 13 

126 EW111 WASHING ALLOWANCE - NURSE 13 

127 EW114 MELA ALLOWANCE 13 

128 EW116 PAI MONEY ALLOWANCE 44 

129 EW117 MISC ARREAR ALLOWANCE 13 

130 EW11A ARREAR WASHING ALLOWANCE 44 

131 EW120 LAUNDRY ALLOWANCE 13 

132 EW12A ARREAR LAUNDRY ALLOWANCE 44 

133 EW130 UNIFORM ALLOWANCE 13 

134 EW13A ARREAR UNIFORM ALLOWANCE 44 

135 EW140 MESSING ALLOWANCE 13 

136 EW150 BAD CLIMATE ALLOWANCE 13 
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137 EW160 COMPOSITE HILL COM- ALLOWANCE 13 

138 EW180 DEPUTATION ALLOWANCE 13 

139 EW190 BICYCLE ALLOWANCE 13 

140 EW200 NURSING ALLOWANCE 13 

141 EW20A NURSING ALLOWANCE ARREARS 44 

142 EW210 CONVEYANCE ALLOWANCE 07 

143 EW211 CONVEYANCE ALLOWANCE/HANDICAPPED 07 

144 EW21A ARR. CONVEYANCE ALLOWANCE 44 

145 EW220 MILEAGE ALLOWANCE 10 

146 EW250 POST GRADUATE ALLOWANCE 13 

147 EW260 RESEARCH /ANNUAL ALLOWANCE 13 

148 EW270 OFFICIATING ALLOWANCE/ NON-RUNNING 13 

149 EW280 OFFICIATING ALLOWANCE/RUNNING 13 

150 EW290 EXTRA DUTY ALLOWANCE 13 

151 EW300 RATION SUBSIDY ALLOWANCE 13 

152 EW310 BREAKDOWN ALLOWANCE 13 

153 EW31A ARREAR BREAKDOWN ALLOWANCE 44 

154 EW320 P CARE ALLOWANCE 13 

155 EW330 OUT-FIT ALLOWANCE 13 

156 EW360 HARD DUTY ALLOW. 13 

157 EW370 WATER ALLOW. 13 

158 EW410 RELAYING ALLOW. 13 

159 EW420 REGIRDERING AL. 13 

160 EW450 TRANSFER ALLOW. 15 

161 EW480 OUT-TURN ALLOW. 13 

162 EW500 KIT MAINTENANCE ALLOWANCE 13 

163 EW50A ARREAR KIT MAINTENANCE ALLOWANCE 44 

164 EW540 OPERATION THEATRE ALLOWANCE 13 

165 EW550 HOSIPTAL PATIENT CARE ALLOWANCE 13 

166 EW55A ARREAR HOSPITAL PATIENT CARE ALLOWANCE 44 

167 EW560 PATIENT CARE ALLOWANCE 13 

168 EW610 DUTY ALLOWANCE FOR CIVIL DEFENCE DUTY 13 

169 EW660 STITCHING ALLOWANCE 13 

170 EW680 REMOTE LOCALITY ALLOWANCE 13 

171 EW700 SUMPTUARY ALLOWANCE 13 

172 EWE10 NIGHT DUTY ALLOWANCE - INTERMITTENT 12 

173 R0010 OVER PAYMENT OF PAY 01 

174 R001O OVER PAYMENT OTHER ALLOWANCES 13 

175 R0020 OVER PAYMENT  OF DA 02 

176 R0030 OVER PAYMENT OF  HRA 04 

177 R0050 OVER PAYMENT OF TRANSPORT ALLOW 07 

178 R0070 OVER PAYMENT OF TRAVELLING ALLOWANCE 16 
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179 R0080 OVER PAYMENT  ENCASHMENT PAY 01 

180 R0210 OVERPAYMENT OF IR-I 06 

181 R0230 OVERPAYMENT OF IR-III 06 

182 RA000 RECOVERY OF ADVANCES 12191299 

183 RA005 MOTOR CYCLE/SCOOTER/MOPED ADVANCE 00761003 

184 RA045 RECOVERY OF FESTIVAL ADVANCE 01 

185 RB010 OVERPAYMENTPRODUCTIVITY LINKED BONUS 03 

186 RB080 OVER PAYMENT ARREAR -SIXTH PAY COMMISSIO 01 

187 RC001 OFFICERS CLUB BANDARIYABAGH 00867002 

188 RC002 OFFICERS CLUB GONDA 00867002 

189 RC003 OFFICERS CLUB GORAKHPUR 00867002 

190 RC004 OFFICERS CLUB IZZATNAGAR 00867002 

191 RC010 N.E.R COOPERATIVE SOCIETY LTD. GORAKHPUR 00867002 

192 RC011 N.E.R COOPERATIVE SOCIETY LTD. LOCO OFFICE GKP 00867002 

193 RC013 LIC OF INDIA UNIT ERLY EMP COOP PROV-INSURANCE SOC 
KOLKATA 

00867002 

194 RC015 NE RLY MECHENICAL WORKSHOP SOCIETY LTD. GORAKHPUR 00867002 

195 RC019 ECOR PROMOTEE OFFICERS ASSOCIATION-MCS 00867002 

196 RC020 NER PROMOTEE OFFICERS ASSOCIATION-GKP 00867002 

197 RC064 RLY. OFFICERS CLUB GKP. 00867002 

198 RC06X WOMEN WEL.ORGANIGATION 00867002 

199 RC082 85 CLASS I OFFICERS ASSO-IZN 00867002 

200 RC084 84 CLASS II OFFC ASSO-GKP 00867002 

201 RC085 85 CLASS I OFFC ASSO.-GKP 00867002 

202 RC086 86 AUDIT BENEVOLENT FUND 00867002 

203 RC088 84 CLASS II OFFC ASSO-IZN 00867002 

204 RC089 89AUDIT STAFF ASSOCIATION 00867002 

205 RC090 RLY OFFICERS CLUB GKP RECOV. CATERING 00867002 

206 RC140 KARMCHARI KALYAN KOSH 00867002 

207 RC227 OFFICER'S CLUB BSB 00867002 

208 RC228 DOCTORS CLUB 00867002 

209 RF001 PROVIDENT FUND SUBSCRIPTION 00800903 

210 RF002 PROVIDENT FUND ADVANCE 00800903 

211 RF003 VOLUNTARY CONTRIBUTION OF P.F 00800903 

212 RF01A ARREAR PF SUBS 00800903 

213 RFA10 PROVIDENT FUND SUBSCRIPTION-AUDIT 00800904 

214 RFA12 VOLUNTARY CONTRIBUTION OF P.F-AUDIT 00800904 

215 RFA1A ARREAR PF SUBS-AUDIT 00800904 

216 RFA20 PROVIDENT FUND SUBSCRIPTION-AUDIT-SCRLY 00879709 

217 RG01A RLY EMPLOYEES INSURANCE SCHEME-A 00801101 

218 RG01B RLY EMPLOYEES INSURANCE SCHEME-B 00801102 

219 RG01C RLY EMPLOYEES INSURANCE SCHEME-C 00801103 

220 RG01D RLY EMPLOYEES INSURANCE SCHEME-D 00801104 
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221 RG02A ARREARS OF CGIS - A 00801101 

222 RG02B ARREARS OF CGIS - B 00801102 

223 RG02C ARREARS CGIS - C 00801103 

224 RG02D ARREARS OF CGIS - D 00801104 

225 RI001 JR INSTITURE 00867002 

226 RI002 NE RAILWAY SENIOR INSTITURE GORAKH PUR 00867002 

227 RI003 INSTITUE BADSHAHNAGAR 00867002 

228 RI004 SR INSTITUE IZZAT NAGAR 00867002 

229 RI005 SR INST GONDA 00867002 

230 RI006 INSTITUE BAREILY CITY 00867002 

231 RI007 INSTITUTE KASGANJ 00867002 

232 RI008 INSTITUTE FATEHGARH 00867002 

233 RI009 INSTITUTE MATHURA CANTT 00867002 

234 RI010 INSTITUTE VARANASI 00867002 

235 RI012 INSTITUTE CHHAPRA 00867002 

236 RI013 INSTITUTE KANPUR ANWARGANJ 00867002 

237 RI014 INSTITUTE VARANASI CITY 00867002 

238 RI015 INSTITUTE MAILANI 00867002 

239 RI016 INSTITUTE BHATNI 00867002 

240 RI017 INSTITUTE BADAUN 00867002 

241 RI019 INSTITUTE BAHRAICH 00867002 

242 RI020 INSTITUTE AISHBAGH 00867002 

243 RI022 INSTITUTE KATHGODAM 00867002 

244 RI023 INSTITUTE KASHIPUR 00867002 

245 RI025 INSTITUTE SITAPUR 00867002 

246 RI074 PERSONNEL WELFARE SOCIETY 00867002 

247 RI075 CE OFFICE WELFARE SOCIETY 00867002 

248 RI087 87AUDIT RECREATION CLUB 00867002 

249 RI159 LEKHA KALYAN SAMITI  GKP 00867002 

250 RI359 ACCOUNTS STAFF WEL.SCHEME LJN 00867002 

251 RI459 ACCOUNTS STAFF WEL.SCHEME IZN 00867002 

252 RI659 ACCOUNTS STAFF WEL.SCHEME WS GKP 00867002 

253 RI759 ACCOUNTS STAFF WEL.SCHEME CON GKP 00867002 

254 RJ000 COURT ATTACHMENT 00867002 

255 RJ001 NAYAYADHISH PARIVARIK NAYALAYA MORADABAD 00867002 

256 RJ002 NAYAYALAY PRATHAM NAYADHIS KANPUR DEHAT 00867002 

257 RJ003 NAYAYIK DANDADHIKARI NAGAR  FARRUKHABAD 00867002 

258 RK000 POSTAL LIFE INSURANCE 00844558 

259 RL000 LIC 00867002 

260 RL010 LIC-GKP 00867002 

261 RL020 LIC-BSB 00867002 

262 RL030 LIC-LJN 00867002 
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263 RL040 LIC-IZN 00867002 

264 RL050 LIC-WS-IZN 00867002 

265 RL060 LIC-WS-GKP 00867002 

266 RL070 LIC-CONS-GKP 00867002 

267 RM000 MISC. RECEIPTS 93652000 

268 RM001 MISC ADVANCE-CATERING DEBIT 12112112 

269 RM002 OVER PAYMENT REIMBURSHMENT OF TUTION FEE 11012025 

270 RM003 RECOVERY ACCOUNTS INSPECTION REPORT 93652000 

271 RM004 OVER PAYMENT OF COMPOSIT TRANSFER GRANT 15 

272 RM005 RECOVERY AUDIT INSPECTION REPORT 93652000 

273 RM006 RECOVERY STOCK SHEET 93652000 

274 RM008 RECOVERY OF AWRAD 12068199 

275 RM016 OVER PAYMENT CHILDREN EDUCATION ALLOWANC 11012025 

276 RM060 OVER PAYMENT SHOES REIMBURSMENT 28 

277 RM061 REC.GOLF CLUB 00867002 

278 RM080 OVERPAY HIGHER EDUCATION SCHOLARSHIP-SBF 11012025 

279 RM101 HOSPITAL DIET 93640000 

280 RM102 HOSPITAL CHARGES 93640000 

281 RM104 LOSS OF RLY./GOVT. PROPERTY 93652000 

282 RM105 LOSS OF GOVT. CASH 93652000 

283 RM106 PRIME MINISTERS RELIEF FUND 00867002 

284 RM109 STAFF CAR CHARGES 93652000 

285 RM111 RECOVERY DUE TO LOSS OF BED ROLL/LINEN 91000000 

286 RM112 HOSTEL CHARGES 99 

287 RM113 TELEPHONE CHARGES 19 

288 RM117 REST HOUSE CHARGES 93222000 

289 RM122 COMMERCIAL DEBIT 91000000 

290 RM132 CENTRAL GOVT. HEALTH SCHEME. 93651000 

291 RM138 STATION DEBITS 91000000 

292 RM139 STORES DEBIT 93652000 

293 RM141 FINE (GENERAL) 93652000 

294 RM147 CENTRAL GOVT. HEALTH SCHEME(AUDIT) 00867002 

295 RM155 OVER PAYMENT RISK ALLOWANCE 13 

296 RM163 CUG-TELEPHONE CHARGES 19 

297 RM164 ARREAR-CUG-CHARGES 19 

298 RM213 TRANK CALL CHARGES 93652000 

299 RM268 RPF RAIL SURAKSHAK KALYANA NIDHI GKP 00867002 

300 RM269 RPF RAIL SURAKSHAK KALYANA NIDHI GKP(RPSF) 00867002 

301 RM730 MESS CHARGES FOR RUNNING STAFF 93652000 

302 RP001 NEW PENSION SCEME TIER-I 00834201 

303 RP010 OVER PAYMENT OF P.PAY-FP 01 

304 RP01A ARREAR NPST-I 00834201 
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305 RP020 OVERPAYMENT PERSONAL PAY-HINDI 01 

306 RQ090 KIT GODOWN CHARGES 93652000 

307 RQA00 EL-APPL-GKP 11058299 

308 RQA01 AR.EAPP-GKP 11058299 

309 RQA02 E-APP-BSB 11058299 

310 RQA04 E-APP-LJN 11058299 

311 RQA05 AR.EAPP-LJN 11058299 

312 RQA06 E-APP-IZN 11058299 

313 RQA10 E-APP-WS-GKP 11058299 

314 RQD00 HR-DBL-GKP 93210000 

315 RQD02 H.RENT-DBL-BSB 93210000 

316 RQD06 H.RENT-DBL-IZN 93210000 

317 RQE00 E.CHG-GKP 11058299 

318 RQE01 AR.ECHG-GKP 11058299 

319 RQE02 E.CHG-BSB 11058299 

320 RQE03 AR.ECHG-BSB 11058299 

321 RQE04 E.CHG-LJN 11058299 

322 RQE05 AR.ECHG-LJN 11058299 

323 RQE06 E.CHG-IZN 11058299 

324 RQE07 AR.ECHG-IZN 11058299 

325 RQE08 E.CHG-WS-IZN 11058299 

326 RQE10 E.CHG-WS-GKP 11058299 

327 RQE12 E.CHG-CON-GKP 11058299 

328 RQE16 E.CHG-ER/KOLKATA 00879702 

329 RQE18 E.CHG-NR/NEW DELHI 00879703 

330 RQE22 E.CHG-DLW/VARANASI 00879712 

331 RQE40 E.CHG-LKO 00878201 

332 RQE80 E.CHG-RB 00879751 

333 RQF00 FAN-CHG-GKP 93652000 

334 RQF02 FAN-CHG-BSB 93652000 

335 RQF04 FAN-CHG-LJN 93652000 

336 RQF06 FAN-CHG-IZN 93652000 

337 RQF10 FAN-CHG-WS-GKP 93652000 

338 RQF12 FAN-CHG-CON.-GKP 93652000 

339 RQG00 GRG-GKP 93652000 

340 RQG02 GARAGE-BSB 93652000 

341 RQG04 GARAGE-LJN 93652000 

342 RQG05 AR.GRG-LJN 93652000 

343 RQG06 GARAGE-IZN 93652000 

344 RQG07 AR.GRG-IZN 93652000 

345 RQH00 HOUSE-RENT-GKP 93210000 

346 RQH01 AR.HOUSE-RENT-GKP 93210000 
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347 RQH02 HOUSE-RENT-BSB 93210000 

348 RQH03 AR.HOUSE-RENT-BSB 93210000 

349 RQH04 HOUSE-RENT-LJN 93210000 

350 RQH05 AR.HOUSE-RENT-LJN 93210000 

351 RQH06 HOUSE-RENT-IZN 93210000 

352 RQH07 AR.HOUSE-RENT-IZN 93210000 

353 RQH08 HOUSE-RENT-WS-IZN 93210000 

354 RQH09 AR.HOUSE-RENT-WS-IZN 93210000 

355 RQH10 HOUSE-RENT-WS-GKP 93210000 

356 RQH11 AR.HOUSE-RENT-WS-GKP 93210000 

357 RQH12 HOUSE-RENT-GKP-CON. 93210000 

358 RQH14 HR-CR/MUMBAI 00879701 

359 RQH16 HR-ER/KOLKATA 00879702 

360 RQH18 HR-NR/DELHI 00879703 

361 RQH22 HR-DLW/VARANSI 00879712 

362 RQH41 AR.HOUSE-RENT-LKO 00878201 

363 RQH80 HOUSE-RENT-RB 00879751 

364 RQI06 EL-INSTL-IZN 11058299 

365 RQJ00 GEYSER-GKP 93652000 

366 RQJ02 GEYSER-BSB 93652000 

367 RQJ04 GEYSER-LJN 93652000 

368 RQJ05 AR.GYSR-LJN 93652000 

369 RQJ06 GEYSER-IZN 93652000 

370 RQJ10 GEYR-WS-GKP 93652000 

371 RQJ12 GEYSER-CON.-GKP 93652000 

372 RQJ74 GEYSER-CON-GKP 93652000 

373 RQL00 LEASE RENT-GKP 93210000 

374 RQL01 ARR L.RENT-GKP 93210000 

375 RQL02 LEASE RENT-BSB 93210000 

376 RQN00 LAWN-GKP 93652000 

377 RQN01 AR.LAWN-GKP 93652000 

378 RQN02 LAWN-BSB 93652000 

379 RQN04 LAWN-LJN 93652000 

380 RQN05 AR.LAWN-LJN 93652000 

381 RQN06 LAWN-IZN 93652000 

382 RQN07 AR.LAWN-IZN 93652000 

383 RQN10 LAWN-WS-GKP 93652000 

384 RQN12 LAWN-CON.-GKP 93652000 

385 RQN72 LAWN-WS-IZN 93652000 

386 RQO04 OUTHOUSE-LJN 93210000 

387 RQO05 AR.OUTHOUSE-LJN 93210000 

388 RQO06 OUTHOUSE-IZN 93210000 
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389 RQO30 OUTHS-RNC 00878201 

390 RQP05 AR.HR-PENAL-LJN 93210000 

391 RQP06 HR-PENAL-IZN 93210000 

392 RQP74 HR-PNL-JJKR-C 00878207 

393 RQT00 HR-OS-GKP 93232000 

394 RQT02 HR-OS-BSB 93232000 

395 RQT04 HR-OS-LJN 93232000 

396 RQT10 HR-OS-WS-GKP 93232000 

397 RQW00 WATER-GKP 93652000 

398 RQW01 AR WATER-GKP 93652000 

399 RQW02 WATER-BSB 93652000 

400 RQW03 AR WATER-BSB 93652000 

401 RQW04 WATER-LJN 93652000 

402 RQW05 AR WATER-LJN 93652000 

403 RQW06 WATER-IZN 93652000 

404 RQW07 AR WATER-IZN 93652000 

405 RQW08 WATER-WS-IZN 93652000 

406 RQW09 AR WATER-WS-IZN 93652000 

407 RQW10 WATER-WS-GKP 93652000 

408 RQW12 WATER-CON.-GKP 93652000 

409 RQW14 WATER-CR/MUMBAI 00879701 

410 RQW16 WATER-ER/COLCATA 00879703 

411 RQW18 WTR-NR/DELHI 00879703 

412 RQW22 WATER-DLW/VARANSI 00879712 

413 RQW40 WATER-LKO 00878201 

414 RQW72 WATER-WS-AJM 93652000 

415 RQW80 WATER-RB 00879751 

416 RQZ01 RENT-GOVT 93652000 

417 RQZ02 WATER-GOVT 93652000 

418 RQZ05 CONSERVENCY 93652000 

419 RQZ08 DAMAGE RENT 93210000 

420 RQZ42 FURNITURE HIRE 93652000 

421 RS900 OVERPAYMENT OF CONSOLIDATED  PAY 01 

422 RT001 INCOME TAX 00002101 

423 RT002 INCOME TAX - SUR CHARGE 00002103 

424 RV000 OVERPAYMENT OF OVERTIME 11 

425 RW010 OVER PAYMENT OF NIGHT DUTY ALLOWANCE 12 

426 RW020 OVER PAYMENT NATIONAL HOLIDAYS ALLOWANCE 13 

427 RW030 OVER PAYMENT TRAV. ALL 16 

428 RW034 TRAVELLING ALLOWANCE CREDIT TO AAO-CI-TA 00878201 

429 RW035 OVER PAYMENT OTHER RAILWAY 00879700 

430 RW070 OVERPAYMENT - NPA 13 
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431 RW110 OVERPAYMENT - WASHING ALLOWANCE 13 

432 RW190 OVERPAYMENT-CYCLE-AL 13 

433 RW210 OVER PAYMENT OF CONVANCE ALLOWANCE(DOCTO 13 

434 RW220 OVERPAYMENTMILEAGE ALLOWANCE 10 

435 RW310 OVER PAYMENT BREAKDOWN ALLOWANCE 13 

436 RY01L SOC EPCB LOAN RECV GKP 00867002 

437 RY01N AR-INT-SOC EPCB 00867002 

438 RY04L SOC LOAN RECV IZN 00867002 

439 RY073 SOCIETY DEPOSIT SC RLY SC 00867002 

440 RY08R MECH-SOC-IZN RD 00867002 

441 RY09C LCCS-IZN CTD 00867002 

442 RY141 ELECTRIC DUTY GORAKHOUR 00867002 

443 RY146 46ELECT.DUTY ARREAR GKP 00867002 

444 RY241 ELECTRIC DUTY BSB(UP) 00867002 

445 RY242 ELECTRIC DUTY BSB(BHIHAR) 11058299 

446 RY246 46ELECT.DUTY ARREAR BSB 00867002 

447 RY341 ELECTRIC DUTY LJN 00867002 

448 RY346 46ELECT.DUTY ARREAR LJN 00867002 

449 RY441 ELECTRIC DUTY IZN 00867002 

450 RY446 46ELECT.DUTY ARREAR IZN 00867002 

451 RY51L CO-OP. SOC E NF  KOLKATA 00867002 

452 RY541 ELECTRIC DUTY WS IZN 00867002 

453 RY546 46ELECT.DUTY ARREAR WS IZN 00867002 

454 RY641 ELECTRIC DUTY WS GKP 00867002 

455 RY741 ELECTRIC DUTY CON GKP 00867002 

456 RZ055 NATIONAL DEFENCE FUND 00867002 

457 RZ088 88 AUDIT MEDICAL ADVANCES 00867002 

458 RZ148 48PERSONEL DEPT.WELFARE GKP 00867002 

459 RZ348 48PERSONEL DEPT.WELFARE LJN 00867002 

460 RZ448 48PERSONEL DEPT.WELFARE IZN 00867002 

461 RZ648 48PERSONEL DEPT.WELFARE WS GKP 00867002 

462 RZ748 48PERSONEL DEPT.WELFARE CON GKP 00867002 

 
Q.11- What is right pay mode for banks? 
Ans- In case the Employee/ Party is taking payment from Co-operative bank the 

pay mode should be ‘B’ ie. Banker’s cheque, else in all other Bank’s case 
pay mode should be ‘P’ ie. Core-banking. 

 
Q.12- What type of allowance/recovaries be kept in Current in change data? 
Ans- The allowances/ recovaries which is to be affected for one particular pay 

month only should be entered under Current tab. For example festival 
advance, Electric charge /duty, CUG charges, any arrear etc. 
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Q.13- Then what type of earnings/recovaries are to be kept under Contineous 
tab in Change data? 

Ans- All type of earnings/recovaries which are applicable for a certain period or 
fix for long time should be entered under this tab. For example recovary of 
Income tax, VPF, Water tax, House tax, Personal pay, Charge allowance 
etc. or any arrear to be recovered in certain instalment should be entered 
under this tab. Please make sure that no of instalment/ ending year month 
must be eneterd. 

 
Q.14- How JV is to be confirmed? 
Ans- In the JV confirmation tab, unselect the auto save check box, select only 

concerned JV and then confirm. 
 
Q.15- Who will enter the Electric charges and its frequency? 
Ans- As per CEE/HQ letter no. E/62/Avas Rewiring/981 Dated 15-05-2014, the 

staff of Electrical department is responsible for entry of metered units 
consumed by the employees, ressiding in Railway Bungalows / Quarter / 
Rest house and as per tariff advised by Electrical department time to time 
IPAS Electric module will automatically calculate the electric charges and 
duty etc. From now on the bills are to be entered on monthly basis. The 
old process of half yearly/bi-monthly feeding in different units stand 
changed. 

 
Q.16- What about CUG recovary? Who will enter these details? 
Ans- As per revised Joint Procedure Order no 1/2014 signed by CCE,CPO/AD & 

FA&CAO/F&G dated 03-07-2014, the staff of S&T department is resonsible 
for entering monthly CUG recovary charges, acrued on their CUG mobile 
number along with spouse sim of officers.  
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