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Please use Internet Explorer 8.0 or above for best use and make following settings in the internet explorer:
a. Open Internet Explorer, Click on Tools Menu>>Internet Options
b. Now Click on Privacy tab, open popup blocker settings.
c. Inthe address of the website to allow, type the url link provided to you, click on add button and
close the window.
d. Again, click on the Tools Menu>>Compatibility View Settings & add the url link as done
previously and then close the window.
e Open the Website/ url link as provided to you.
e The following screen will appear.

Login Page

User Name:
Password:

Enter the Text as Shown in Image Above: || |

Login
= =

Save Energy for Brighter Future..! |

Enter the user name and password as provided to you.
Enter the 5 digit number as shown in the picture and click on the login button.

Type of Users & their Roles in the Software

Administrator

Head Office (e.g.: Chief General Manager & other Head Office Users)
Superintending Engineer (SE) at Circle Level

Executive Engineer (EE) at Division Level

Sub-Divisional Engineer (SDE) at Sub-Division Level

Store Munshi (SM) at the Store Level

o U A WN R

Role of each user is defined as under: -

1. Administrator: For activities like Managing of Masters like Addition of New Offices (Circle/ Division/
Sub-Division/ Stores) and other admin level activities.

2. Head Office: Entry of P.O.’s (Purchase Orders), Allocation of Quantities in DI/ DA to the consignee and
for viewing various MIS reports at head office level etc.
Note: - Purchase Orders which are done by head office will be entered by the head office only. There is
no need to enter these PQO’s by the Circle/ Division/ Sub-Division/ Store.
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Superintending Engineer: For Entry of Various Estimates/ PO’s (for local purchases)/ Viewing Reports.
Executive Engineer: For Entry of Various Estimates/ PO’s (for local purchases)/ Viewing Reports.
Sub-Divisional Engineer: For Entry of Various Estimates/ PQO’s (for local purchases)/ Viewing Reports.
Store Munshi: Every Transaction (i.e. any quantity in or out) in the store will be done by the store
munshi. The process for making transactions is explained as under: -

o v kW

Main/ Menu Page after Login (Store Munshi)

1. After Login the following page will appear.

l LogOut I User Type: Store Munshi/ Store Keepercome to Inventory Management System of Uttar Haryana Bijli User Name: DIVISIONAL STORE, KAITHAL I LogQOut I

= <»Purchase Order

i ‘ B Naw Durchacs Ordar

' 4 Add Items in Purchase Ord
i 4 Open/ Close Purchase Ords
| 44 Issue DI/ DA

1 L 4 update/ Dalets Purchasa €
+- 4+ Receive Goods

i o Issue Goods

11 4 Tools & Utilities

e Reports

2. At the top of the page, the system shows the User Type, User Name with which you are logged in and
logout button, on the Left side of the page is the menu (like purchase orders, receive goods etc.).

3. The menu page also contains sub-menus like (New Purchase Order under Purchase Order Menu), to
open the sub-menu, you can click on the name of menu option or on the ‘+’ sign of the menu.

Opening of New Stock Card/ Bin Card

First of all you have to open all the Stock Cards/ Bin Cards in the software i.e. enter the material

available in the store on a particular date. (Important: This is a onetime process). The steps for opening bin
card are as follows:

| Logout | User Type: Store Munshi/ Store User Name: DIVISIONAL STORE, KAITHAL |  Logowt |
+- ** Purchase Order
<4+ Receive Goods 'Open New Bin Card

+- r Issue Goods Store Name: | DIVISIONAL STORL, KAITHAL
=} Tools & Utilities Category: | Select One w

1 % Open New Bin Card

| Sub-Category: | Select One
1 e au dowe i the Cotin Ttem Name! Size: | select one |

. bed Inbercod £
{7 Intercods Transfer Warran New Bin Card No. (Head Office):

¢ bedp Add Mew Supplier

by eristzcrw Old Bin Card No. (Stere): |
¢ L4 Change Password StockinHand [ |
= * Reports

Issue Rate/ Unit: :kln Rs)
e Co— Y

Last Date of Transaction of the Material :I (DDADLYYYY)

Save Information

Important Note: - Please Be Careful while Entering the Above Information to Avoid Wrong Entry of Data
| Save Energy for Brighter Future..! |

1. To Open the Bin Card, Open the Tools Menu>> Click on Open New Bin Card option.
Select the Category, sub-category and name of item, the system will show the centralized bin card
number of that item assigned by the software, then fill the bin card number of that item in your store,
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stock in hand, issue rate/ unit in Rs. of that item, depreciation value and Last date of Transaction of
that item on the manual bin card.

3. Now, Click on the Save Information Button, the system will display the message for successful entry.
Similarly, open the bin card of all the items available in the store one by one.

Important Note: - After opening the bin card in the online system, all the transactions on that item will be
done only through online system, so that no transactions are missing on the Bin card.

Entry of Purchase Orders (P.O.’s)

Purchase Orders that are done by Head Office, will be done by Head Office Only. The purchase orders
which are done at the SE/ EE/ SDE/ Store level, will be entered by the concerned office login.

I LogOut I User Type: Store Munshi/ Store Keeper Welcome to Inventory ManagemiUser Name: DIVISIONAL STORE, KAITHAL I LogOut I

- #»Purchase Order [}
4 Add Ttems in Purchase Ord Important Note: Do Not Enter Purchase Orders which are Done by Head Office

4 Open/ Close Purchase Orde Name of Firm' Supplier: | Select One Vl

i ¥ % Issue DIf DA

: Enter Purchase Order No.: [ |
- & Update/ Delete Purchase C
Receve Good Date of Purchase Order: | (DDADIYYYY)
¥ Tools & Utilities Save Order

Click Here to Add Items in Purchase Order
| Save Energy for Brighter Future..! I

1. To add new Purchase Order Open the Purchase Order Menu>> Click on New Purchase Order option.
Select the Name of Supplier/ Firm; Enter Purchase Order Number and Date of Purchase Order.
If the Supplier/ Firm name is not available, it can be added from Tools & Utilities Menu>> Click on Add
New Supplier option, fill & save the Supplier information as shown below:

| LogOut | User Type: Store Munshi/ Store Keeperd User Name: DIVISIONAL STORE, KAITHAL | LogOut |
- o Purchaco Dedor a
! Receive Goods "Add New Supplier”
Issue Goods Supplier Name: | |
Tools & Utilities
i . & Open New Bin Card Permanent Address: | |
|4 Add New Ttem in the Estin
4 Intercode Transfer Warran Correspondence Address: I ‘
{ i Add New Supplier
\ e PrnticTw District: | PIN Code:| ]
| Lo 4 Change Pascword State; | HARYANA Vl
+-+» Reports r
E-Mail Id: | |
Telephone No.: [ |
Mobile No: | |
PAN/ TIN No. [ ] lesTve [ ]
Remarks:

Save Data

[ Save Energy for Brighter Future..! |

4. After adding the Purchase Order, you have to add items in the Purchase Order, Open the Purchase
Order Menu>> Click on Add Items in Purchase Order option.

5. Select the Purchase Order Number; Select the Category/ Sub-Category/ Name of Item to be added,
Enter Quantity to be ordered, price per unit, excise duty, CST/ Sales Tax, Freight & Insurance, Any other
taxes (if any). Note: - All the rates must be entered in Rs.
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6. Click on the Save Item button to save the Item. Repeat the above Step (Step No. 5) to add all the items
in the purchase order one by one. Following screen shot shows how to add items in purchase order: -

LogOut | User Type: Store Munshi/ Store Keeper Name: DIVISIONAL STORE, KATTHAL | LogOut |

= < Purchase Order
¢ |- Mew Purchase Order

|- 4 Add Ttems in Purchase Ord
-4 Open/ Close Purchase Orde
<& Issus DI/ DA

# Update/ Delote Purchase C

""Add/ Edit Items in a Purchase Order"
Purchase Order Number: | Select One

Category: | Select One

Sub-Category: | Select One
Ttem Name/ Size: | Select One |

~ <* Receive Goods = i
P ——— Total Quantity Ordered: ]
Lo Tools 8 Utilities PricePerUnit: | (n Rs./ Unit)
& <= Reports Excise Duty/ Unit: 0| (In Rs./ Unif)

CST/ Sales Tax/ Unit: [0 | (In Rs./ Unity

Freight & Insurance’ Unit CI (In Rs. Unit)
Any Other Tax/ Unit 0| (In Rs/ Unit)
Save ltem...

| Save Energy for Brighter Future..!

Till now we have not defined the name of the Consignee Store in which the quantity is to be received,
Following are the steps for Entering/ Issuing New Dispatch Instruction (DI/ DA) and allocating the quantity in

that DI/ DA: -
1. Open the Purchase Order Menu>> Open Issue DI/ DA Sub-Menu>> Click on New DI/ DA option,

following screen will appear.

LogOut | User Type: Store Munshi/ Store Keeper Welcome to v Sy of Uttar HiUser Name: DIVISIOMAL STORE, KAITHAL | LogOut I

= <*Purchase Order

i i Mew Purchase Order
;b @ AddTrems in Purchace Ord Purchase Order No. | Select One
{4 Open/ Close Purchase Orde DI DA No.: [ |

—- 4 Issua DI/ DA
DUDADate: [ | (DDADIYYYY)

i Mew DI/ DA !
4 Allacate Qty. in DI/ D/ Inspecting Authority (1): | Department

1 “ 4+ Open/ Close DI/ DA Inspected By (1): [ |
i @ Update/ Delete Purchase © - - PrT——
: Inspecting Authority (2): | Other
+- 4 Receive Goods e : -
Inspected By (2} | I

';"!:'Issneﬁoods
+ 5 Tools & Utilities
=~ v+ Reports

Save Dif DA |
Click Here to Add ltems in DI/ DA

| Save Energy for Brighter Future..! |

2. Select the Purchase Order Number for which DI/ DA being issued and fill the above form completely

and save.
3. After that we need to allocate the quantity in DI/ DA, as there may be multiple DI/ DA in a Purchase

Order. So Open the Purchase Order Menu>>Issue DI/ DA Sub-Menu>> Click on Allocate Qty. in DI/ DA

option. Following screen will appear.

I LogOut | User Type: Store Munshi/ Store Keeperf Uttar Haryana Bijli Vitran Nigam Limited User Name: DIVISIONAL STORE, KATTHAL I LA_ZEQII.&_I
= %= Purchase Order = - )
Ls s " Add Items in DI/ DA"
|- % Add Ttems in Purchase Ord Purchase Order No. & Date: | Select One
|- 4 Open/ Close Purchase Orde DI/ DA No. & Date: | Select one |

[ s Category: | Select one

-4 Mew DI/ DA

1 Sub-Cate; 7 | Select One W

|- 4 Allocate Qty. in D1/ D4 gory ]

L& Open/ Close DI/ DA Item Name/ Size: | Select One
Total Quantity in Purchase Order: 0

Oty Already Allocated in the Purchase Order; 0

L- & Update/ Dalete Purchass ©

+i* Receive Goods

+I» Issue Goods Balance Qty to be Allocated in the Purchase Order: 0

+* Tools & utilities " Allocation of Quantity in this DI/ DA™
ST Name of Consi - | select One ~

FTYE T U ) S R

Qty Alkready Allocated to this Consignes in P, 0.2 0
Q. Allocated Now: [ ]

Date of Delivery of e || (DDADYYYY)
| Allocate Quantity |

| Save Energy for Brighter Future..!
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4. Fill the information and save for allocating quantity in DI/ DA.
5. After that the Material can be received in the Store.

Any wrong entry in Purchase Order and DI/ DA can be corrected by using the Update/ Delete Purchase
Order/ DI/ DA option (You can edit/ delete any wrong entry using this option) under Purchase Order Menu as
shown below:

I LogOut | User Type: v System of Uttar Haryana Bijli Vitran Ni Name: | LogOut I
"Delete a Purchase Order/ DI DA & Items™ ~
T +*Master Tables Purchase Orders Entered By: | Chief General Manager (Material) v
s Surchasa ) Select Purchase Order No.: | HH-T418 Dated:20/10/2015 Wis Mansa Infrastructure v
| % New Purchase Order ERi —
i E--O Add Ttems in Purchase Ord elete Purchase Order’
i Sr. No. Purchase Order No. Dated Name of Supplier Delete
i % Open/ Close Purchase Orde
i 74 2 2015 M's Mans ]
| -4 Tesus DI DA 1 HH-7418 0/10:201 1/'s Mansa Infrastructure Delete
i--@ Update/ Delete Purchase © .
} i - "Edit/ Delete Purchase Order Ttem(s)"
i = Qty Pri Umit | Exci: CST | Freight Oth
i+ - v rice per Uni cise reig er
#- <l Reports S Ordered ) Duty(Rs) | (Rs) | (Rs) | Taxes(Rs) FOit Delete
1 359 | EUSI9TA L“’Pi?e“’p’“m" PCC | snoo.00000 | 2020.00000 0.00000 | 0.00000 | 0.00000 | 000000 |Edit| Delete
5/ 9 Meter
"Delete DI/ DA™
Sr. No. DI/ DA No. Dated Delete
1 Ch-10/XENP-IVMM/HH-7418 26/10/2015 12:00:00 AM Dalete
Ch-4Hen/P-IVMMHH-T4181 02712720135 12:00:00 AM Delete
"Edit/ Delete DI/ DA Ttem(s)"
Sr. DI/ DA Bincard Qty Date of
No. DI/ DA No. Dated Store Name No. Ttem Code Ttem Name All ed  Delivery Edit Delete
— e e Line Equipments
ChOKENP- | pioms CENTRAL CENTRAL - —r - = v | e e
U wanamR s | 210008 | T KOTE 3% |EUS20097A P(_L\ac:':-s E 660.00 | 25/1172015 | Edit | Delete
ChOMENTP. | oo | DIVISIONAL STORE SOV (S l"“ff:q‘,’jp"‘“:’,.“ U S S —
IV ADVHE-7418 L0/ 1W 201D ) EUI0UY A FUL Foles/ ¥ JRATEET) 231172013 | Edit | Lelete
Meter
- - Line Equipments.
Ch-10KENP- | o .0 DIVISIONAL STORE, ie ey - N .
= 5 3 | vmoam nang | 26102015 e 359 | EUS20097A Prr\;:: 2 60.00 25/11/2015 | Edit | Delete v

Receiving Material in the Store

Material can be received in the store by two ways:

1. Through Purchase Orders

2. Through Indent/ Store Requisition/ Challan, it can be from
a. Any Other Store
b. Any Work
c. Any Firm/ Supplier (after some repairs etc.)

Receiving Material through Purchase orders:

1. To receive the material from PO, Open the Receive Goods Menu>> Open Sub-Menu Thru Purchase
Orders>> Click on Receive Goods option, following screen will appear: -

LogOut |l User Type: Store Munshi/ Store Keeper to Name: DIVISIONAL STORE, KATTHAL | LogOut 1
8
L "Receive Guods - Through Purchase Orders”
A Name of Stace:
i , [~ 4 neceve Goods Purchase Order by: | Chief General Manager (Material) |
i b venfy Goods Receved hase Order ber: [ nn 74z ]
. “i" # Thew indant Mame of Firm/ Supplier: MUs Shyam Concrete Products
[ i vide DU DA No. & Date: | ©h 11%en/F VRN 7421 Datod: 2610721 ~ |
|4 PriaroR sheer
el A Invoice No.: [ ] Iveice Date: [ ] YY)
;--:-m Goods Budry MNe.: [ ] Vehicle Ne.: [ |

Date of Dispatch of the Material: |:I (DDVADLYYYY)

Fr—— Q. Datwof | Qir Ruceived Balamcs Qir. to | Q. Recuived |
B o i

Iso. Allocated | Delivers Previously e Receiv

Line Equipments’ = 2 25112005 El ‘. 2
1 POC Dol @ Matar 3ss| 120000 | 25112015 120.00 0.00 Noa | 2020.00000 | 00000

Remarks (If Any): [ |
Check this for Delayed Entry: [ | Delayed Entry

1 Save Energy for Bri Fulure..!
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2. Select Purchase Order Number, DI/ DA No., the details of items in this DI/DA will be shown, like
material ordered, date of delivery, quantity received previously and balance quantity to be received.

3. Enter the quantity to be received now (that may be in parts) and save the record, system will display a
message with a unique receipt number and date.

4. If you are entering the data of a previous date (e.g.: you have manually received the material but not
received it in the online system), then select the option of delayed entry. Enter the manual receipt
number & date and save the record.

5. After saving the Record Print Receipt Challan button will be enabled, click on this button to print
Receipt Challan.

6. The entry of the material on the stock card will be shown after the testing/ verification of the material
received. To verify the material, Open the Receive Goods Menu>>Thru Purchase Order Sub-Menu>>
Click on Verify Goods Received option, following screen will appear: -

LogOut | User Type: Store Munshi/ Store Keepertem of Uttar Haryana Bijli Vitran Nigam Limited User Name: DIVISIONAL STORE, KATTHAL | LogOut |
41+ Purchase Order —
2+ <%+ Receive Goods "Verify Receipt Challan” ]

: —'-+ Thru Purchase Orders Store Name: | DIVISIONAL STORE, KAITHAL
i1 [~ Receiva Goods Receipt Challan No. & Date: | 114 Dated: 261022016
.o L Goad ed
L e . Name ortiem Date ot Detivery
i 1 & Thru Indent
) LT Cables/ AB CABLE/ 95+70 MM 06/11/02015 10.00 Mirs.
— 4 Surplus
B i 2 LT Cables’ AB CABLE/ 120+70 MM 06/11/02015 10.00 Mirs.
~# Opan/ Closa Indant | Verify Tested Material |
e #- <+ Issue Goods -

= | Save Energy for Brighter Future..! |
1+ % Tools & Utilities
- % Reports

7. Select the Receipt Challan No. & date, and click on Verify Tested Material button. After that Print Stock
Measurement Book button (SMB) will be enabled. Click on this button to print SMB.

Receiving Material through Indent/ Store Requisition/ Challan:

1. To receive the material though store indent, Open Receive Goods Menu>>Thru Indent Sub-Menu>>
Click on Post Indent option.
2. Select the option of Receiving Goods From, there are three options
a. Store
b. Work
c. Firm/ Supplier

Store: For receiving the material from other store, there is no need to make an entry in Post Indent and
Add Items in Indent option, as this entry will be automatically done when the material is issued from the
issuing store. Go to the option Receive Goods under Receive Goods Menu>> Thru Indent Sub-Menu.

LogOut ] User Type: Store Munshi/ Store Keeper Welcome to Inventory ManagerUser Name: DIVISIONAL STORE, KAITHAL | LogOut |

+- i Purchase Order
- % RECeive Goods

| ded Thru Purchase Orders Store Name: | DIVISIONAL STORE, KAITHAL

| % The tndent Select Indent No.: | 30100476 Dated: 26102015 ~|

{4 Post indent Date of Indent: 26/10/2015 Indenter JE: Yoginder Singh Malik

i } Receiving Goods From: Store Store/ Work/ Firm: [DIVISIONAL STORE, PEHOWA
I e s Vehiele No.: [HR56/0334[5h. |

i & Swrplus

e em Bincard | Quy | Qry Received Quytabe Price/Unit | Depreciated Valus
R - s i e

| e Open/ Close Indant

b ey (R [ ins EpmtagECr 0.00 00| [000__ | |wes |[poo__ | [o00

-i-- 3= Tooks & Utilities

e Remarks (If Any): [.. |

Check this for Delayed Entry: [ Delaved Entry

Save Record | | Exit |

| Save Energy for Brighter Future..! |
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Select the Indent No. on which the material has been issued by the concerned store, the following
screen will appear with prefilled data. Enter the quantity of material to be received and save the record. After
saving the record, you can take the printout of Goods Receipt.

Work: For receiving the material from work, Open the Receive Goods Menu>>Thru Indent Sub-Menu>>
Click on Post Indent option.

ﬂ | User Type: Store Munshi/ Store Keeperventory Management System of Uttar Haryana Bijli Vitran Nig Name: DIVISIONAL STORE, KAITHAL | LogOut |
+- 4 Purchase Order =)
L 4 Receive Goods "Entry of Indent for Receiving Goods"
34 Thru Purchase Orders Store Name: @
{2k 4 Thu Tndent Receiving Goods From: ® 2. Work 3. Firm/ Supplier
| 4 Post Indent Circle: | construction Circle Panchkula o

-4 Add Items in Indent
L-4 Receive Goods

Division: | Construction Division Karnal v/ |

Sub-Division: | Construction Sub Division Panipat |
-4 Surplus

b4 Prink GR Sheet Type of Work: () Capital ) Maintenance

, L 4 Opens Close Indent Select Work Name: | [CER227/15-16] 09/11/2015; Special tor ¢ ot 10 MVA 3311 K0 |

+ i Issue Goods Name of Indenter: ~

$- < Tools & Utilities el Store Rt

i < Reports Challan No.: | | Dated| | (ODMMYYYY)
P —

Remarks (if any): [ ]

| Save Indent |

*Note: -After Saving the Indent, Click on Receive Goods=>thru Indent=>Add Items in Indent to Add Ttems in the Indent.

| Save Energy for Brighter Future..! |

1. Select the Work Option, Name of Circle/ Division/ Sub-Division, Type of Work and Name of Work.
Select Name of Indenting Person, enter Store Indent/ Requisition/ Challan No., date, approved by and
remarks (if any) & Save.

3. The Name of Indenting Person (JE/ JE-I/ AFM/ In-charge) can be added from Head Office/
Administrator Login Only. Field Official can request their Head Office to add the same.

4. To add the Official, Login from Administrator/ Head Office login, Click on Master Tables Menu>> Others
Sub-Menu>> Click on Add New Employee Option, following screen will appear, Fill all the details in the
above screen and click on Save Data Button.

| LogOut l User Type: Administratorn of Uttar Haryana Bijli Vitran Nigam Limited User Name: Administrator | LogQut
= #»Master Tables B
++ Add New Items Emploves Belongs to: (® Sub-Division () Store
++ Add New Locations Circle Name: ' Select One v
i '* Cthers Division Name: | Select One v

-4 Add Suppli [
i Y i Sub-Division Name: | Select One v

Add New Estimate
Add Items in the Estin Employee Name: !

] : 4 Edit Estimate Details Father's Name:
i~ Open/ Close Estimate

Present Designation: | Select One v|

[~ Add New Employee

! I'ID Transfer of Employee GPE/PRAN No. . ! -

+- o+ Purchase Order | SaveData |

?":_'TWB & Utilties | Save Energy for Brighter Future... [

5. In case of transfer of any Employee, Open the Master Tables Menu>> Others Sub-Menu>> Click on
Transfer of Employee option, fill all the details in the screen as shown below to transfer the employee.

It can also be done only from Head Office/ Administrator Login.
Developed By: Vivek Garg Page | 8 Contact: vivekgargd3@gmail.com
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I LogOut l User Type: Welcome to Inveillser Name: I LogOut I

= +*Master Tables
| L £+ Add New Offices "Transfer of Employee"
| ®-4 Add New Itams Employee Currently Belongs to: | @ Sub-Division () Store
|t Add Hew Locations Circle Name: | Seiect One v
| S-# Others Division Name: | Select One ~

i

=% Add Suppli e [

i - Transfer from Sub-Division Name: | Select One

{4+ Add New Estimate :

1 - | select One

-4 Add Items in the Estinm Employee Name: | select One |

|- 4 Edit Estimate Details Transfer to: (® Sub-Division _ Store

: 4 Open/ Close Extimate Clircle Mame: | Select One [
| |-+ Add new Emplayee Division Name: | Select One v |

i =% Traasher of Employes Transfer to Sub-Division Name: | Select One
+- = Purchase Order

+- +3» Tools & Utilities Transfer
-4l Reports | Save Energy for Brighter Future..! |

After completion of Post Indent step, you need to add items in the indent, which can be added as
follows:

1. Open Receive Goods Menu>> Thru Indent Sub-Menu>> Click on Add Items in Indent option, following
screen will appear.

| LogOut | User Type: Store Munshi/ Store Keeperana Bijli Vitran Nigam Limited User Name: DIVISIONAL STORE, KATTHAL | LogOut |
#-+» Purchase Order L)
i, & Receive Goods " Add Items to be Received through Indent in the Store"

H ;"Q Thru Purchasa Ordars Store Name: | MVISIONAL STORE, KAITHAL

% Thra Indent Indent Number: | 51109/03 [Dated: 1811/2016] ~ |
E--¢ Post Indent

i Select Category: | Select One -
| # Add Ttems in Indent -

i Select Sub-Category: | Select One v

-4 Recelve Goods ]
& Surplus Select Ttem Name/ Size: | Select One |

| |- Print GR Sheat Quantity Available: [0 ]
L ot Quani adented: ]

- o+ Issue Goods

;--:-‘lools& it Save ltem |
-t Reports
See | Ctrgry | Sub gy
1 Scrap Items METER SCRAP SINGLE PHASE El ECTRONIC METER SCRAP 165.00 | Kgs. Delete
2 Scrap Items METER SCRAP Crushed Meter Serap of Electromachanical Meter 372.00 | Kes. Delete
| Save Energy for Brighter Future..! |

2. Select the Indent No. you entered in the earlier screen (Post Indent screen), Select the Category/ Sub-
Category/ Name of Item, Quantity to be received and click on Save Item Button.

3. Add all the items to be received from the work one by one.
Item already Added in the Indent will be shown in the list; you can edit/ delete any wrong entry.

Now you can receive the items back from any work as explained below.

1. Open the Receive Goods Menu>> Thru Indent Sub-Menu>> Click on Receive Goods option.

LogOut I User Type: Store Munshi/ Store Keeper Welcome to Inventory Management System ofUser Name: DIVISIONAL STORE, KAITHAL I LogOut I
+- i Purchase Order

L. o3+ Receive Goods Receive Goods Through Indent

-4 Thru Purchase Ordars Store Name: | DIVISIONAL STORE, KAITHAL

=4 Wi HTE Select Indent No.: | 22771056 Dated: 25102015 |

o Lt Datc of Indent: 26/10/2015 Indenter JE: [Ishwar Dass

~ 4 Add Items in Indent e y CENTRAL CENTRAL STORE
| W J .
Receiving Goods From: Store Store/ Work! Firm: DHULKOTE

Venicte o

-- 4 Open/ Close Indent
Issue Goods

{4 Tools & Utilities Line Equipments/ ALLIED : | : L |
fo 1 |ACCESSORIES/ Transformer 377 15.00 0.00 1500 [o.00 see | [0.00 0.00
& i Reports Plate Form Set W/O I-Bolt

Line Equipments’ ALLEED
ACCESSORIES I-Bolt Far 378 15.00 0.00 1500 [oo0 | [ser | [0.00 | |o.00 |
Transformer Plate Form Set

Remarks (If Amy): [ |
Check this for Delayed Entry: | [ Delayed Entry

| Save Energy for Brighter Future..! |
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2. Select the Indent No., the form will be filled automatically, Enter the quantity to be received, price per
unit (In Rs.), Depreciation Value (In Rs.) of each Item & Click on Save Record Button. After saving the
record, Print GR Sheet Button will be enabled, click on this button to print Goods Received Sheet.

3. Indent will be closed automatically after receiving the complete quantity in the Indent. However, if you
want to close it before receiving the whole quantity, it can be done from Receive Goods Menu>> Thru
Indent Sub-Menu>> by clicking on the Open/ Close Indent.

Firm/ Supplier: For receiving the material from any firm/ supplier, Open the Receive Goods Menu>>Thru
Indent Sub-Menu>> Click on Post Indent option.

1. Select Firm/ Supplier Option, Select Name of Firm/ Supplier.

LogOut | User Type: Store Munshi/ Store Keeper Welcome to InventoryUser Name: DIVISIONAL STORE, KAITHAL I L.ggﬂll!_l

3+ %= Purchase Order
<+ % Receive Goods

"Entry of Indent for Receiving Goods"

<-4 Thru Purchase Orders Store Name: | DIVISIOHAL STORE, KAITHAL

Thru Indent Receiving Goods From: 2. Work ® 3. Firm/ Supplier

i e Post Indent Select Firm/ Supplier Name | Batra Pharmaceutical Distributors ol
S Add Ttems in Indant

Name of Indenter: | Suresh Kumar [AFM/ Incharge] |

L@ Receive Goods —
f Indent/ Store K

. 4 Open/Close Indent Challan No.: [ | Dated: | | (DD/MBLYYYY)
i % Surplus

' P E—

;w4 Print GR Sheet g -

P P Remarks (if any): | |

+- #3 Reports Save Indent

*Note: -After Saving the Indent, Click on Receive Goods=>thru Indent>>Add Items in Indent to Add Items in the Indent.

I Save Energy for Brighter Future..! I

2. Select Name of Indenting Person; Enter Store Indent/ Requisition/ Challan No. & Date, Approved by
and Click on Save Indent Button.

3. Add Items in Indent process is same as explained above (From Work).
4. Receive Goods process is also same as explained above (From Work).

Note: - All the Entries in the Stock Card/ Bin Card will be made automatically when you Receive the
goods from the Store.

Sometimes during physical verification of the stock, some items are found extra, these are called as
Surplus items, and these are to be taken on the stock card. The process for doing the same is explained below:

1. Open Receive Goods Menu>> Click on Surplus option, following screen will be displayed.

I LogQOut | User Type: Store Munshi/ Store t System of Uttar Haryana Bijli Vitran Nigam Limited User Name: DIVISIONAL STORE, KAITHAL | LogQut

-4 Purchase Order
L A ound m

us Naten he Store
-- % Receive Goods - - E—
i TVISIONAL STORE, KAITHAL v

Thru Purchase Orders Store Name:

Thru Indent Select Category: | Electricity Measuring Equipments ~

Surplus Select Sub-Category: | HT CT METERS DEFECTIVE w
Print GR Sheet

* Issue Goods

Select Item Name/ Size: | -/5A FEEDER | EM4150008
: Quantity Avaiable: i INos.
- naports N | o
Price Per UnitRs): 0|
PR —
ApprovalDate: [ | (DDABYYYY)

Remarks: I l

Save Information

| Save Energy for Brighter Future..! |
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2. Select the Category/ Sub-Category/ Name of Item found Surplus in the store, fill the other details and
click on Save Information button.
3. Click on the Print GR Sheet button to print the Goods Received Sheet.

Note: - You may also need to print any old SMB/ GR Sheet; it can be done using the Print GR Sheet
option in Receive Goods Menu. Enter the SMB/ Receipt Challan Number and Click on the Print Button.

X X X--- The Process of Receiving Goods is Complete Now ---X X X

Issuing Material from the Store

Material can be issued from the store thru Indent/ Store Requisition/ Challan Only:

Issuing Material through Indent/ Store Requisition/ Challan:

1. Toissue the material though store indent, Open Issue Goods Menu>>Thru Indent Sub-Menu>> Click on
Post Indent option.
2. Select the option of Issuing Goods To, there are three options
a. Store
b. Work
c. Firm/ Supplier

Store: For issuing the material to any store, Open the Issue Goods Menu>>Thru Indent Sub-Menu>> Click
on Post Indent option.

LogOut | User Type: Store Munshi/ Store Keeper WelWser Name: DIVISIONAL STORE, KAITHAL | LogQut |

+-+» Purchase Order
:+-°:' Receive Goods "Entry of Indent for Issuing Goods"

i___.:_m“eG i Store Name: | DIVISIONAL STORE, KAITHAL v

Thru Indent Issuing Goods To: (@1, Store () 2. Work () 3. Firm/ Supplier

-4 Post Indent Select Store Name: | DIVISIONAL STORE, GOHANA Vl
= 4 Add Ttems in Indent

b Name of Indenter: |ETE I Lo LG ] v
' Indent/ Store Requisition/
-4 Open/ Close Indent CRh?ilan No.: I I Dawd.l I (DDMMTYYY)
horta
= T
-4 Print GatePass
-+ Tools & Utiities Remarks (if any): |
+-4s Reports Save Indent

*Note: -After Saving the Indent, Click on Issue Goods>>thru Indent>>Add Items in Indent to Add Items i the Indent.

| Save Energy for Brighter Future..! |

1. Select the Store Option, list of all stores will appear and select the Name of the Store to whom material
is being issued.

2. Select Name of Indenting Person, enter Store Indent/ Requisition/ Challan No., date, approved by and
remarks (if any) & Save.

3. The Name of Indenting Person (JE/ JE-I/ AFM/ In-charge) can be added from Head Office/
Administrator Login Only (explained above). Field Official can request their Head Office to add.

Developed By: Vivek Garg Page |11 Contact: vivekgarg43@gmail.com
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After completion of Post Indent step, you need to add items in the indent, which can be added as follows:

1. Open Issue Goods Menu>> Thru Indent Sub-Menu>> Click on Add Items in Indent option, following

screen will appear.

LogOut |

User Type: Store Munshi/ Store Keeper to W

LogQOut I

of Uttar Haryana Bijli VitrarUser Name: DIVISIONAL STORE, KAITHAL |

¥+ *+ Purchase Order
+- 4+ Receive Goods
2 o Issue Goods
.= 4 Thru Indant

<]
"' Add Items to be Issued through Indent from the Store"

Store Name: [Dl\l‘ISIONAL STORE, KAITHAL v]

Indent Number: | 23 [Dated: 0511/2015] ~

i 4% Past Indent
L @ Add Ttams in Tndant

Select Category: | Conductor w

Select Sub-Category:

4 Issue Goods

i 4 Opens Close Indent Select Item Name/ Size: | 80mm2 ~ | ECTD10488
» shorase Quanty Avatabi: [ Jvars.
@ PrintGatepass Quantity Indented: [0 urers.
+- 4 Tools & Utilities
Ousntity Approved: [0 hures
Quantity Approved: [0 Pites.

| Save ltem

Quantity Indented = Quantity Approved Units | Delete
Delete

Nos.

1 Line Equipments | Insulators 11 KV Disc Insutater T&C Type
2 Line Equaipments | ALLIFD ACCESSORIES | M.S V.Shape X-Arms 5.00 5.00 | Nos. Delete
3 Line Equipments | ALLIFD ACCESSORIES | MS. Top Hampers 3.00 3.00| Nos. | Delete

Line Equaipments | ALLIFD ACCESSORIES | ML.S. Flate 30xfmm 3100 35100 | Kgs. | Delete

| Save Energy for Brighter Future..! |

2. Select the Indent No. you entered in the earlier screen (Post Indent screen), Select the Category/ Sub-
Category/ Name of Item, Quantity indented (demanded), and quantity approved, click on Save Item

Button.
3. Add all the items to be issued from the work one by one.
Item already Added in the Indent will be shown in the list; you can edit/ delete any wrong entry.

Now you can issue the goods to any store as explained below.

1. Open the Issue Goods Menu>> Thru Indent Sub-Menu>> Click on Issue Goods option.

User Name: DIVISIONAL STORE, KATTHAL 1

User Type: Store Munshi/ Store Keepenm of Uttar Haryana Bijli Vitran Nigam Limited

+- = Purchase Order
-+ Receive Goods

- <+ Issue Goods
4 Thru Indent
4 Past Indent

"Issue Goods Through Indent”

Store Name: | DIVISIONAL STORE, KAITHAL
Indent No.: | 331130 Dated: 18112015

Indenter JE: Bhim Singh

ke

Date of Indent: 18/11/2015
S/E for shifting 11Line Naewal
Neemwala AP feeder over the

RS/ Work/ Deptt.: Village Narwal under "OP" 5/Divn

4 Add Items in Indent

b Tssus Goods.

For Issung Goods To: Work

L 4 Opan/ Closs Indent
i 4 Shortage
i Print CataPass

Person

UHBVN Rajound, during the 2015-
16 [Op. S/D Rajaund]

o —

+-+}» Reports Sr. Bincard | Oty Qy Qi Qy Qry tobe Rate/Unit | Depreciated
. - . o
T | Ao No. | Approved 'piued Aralible | foruedNow | U (Riy Value (Rs))
Conductor’ ACSR . . s . | [proo ]
1 — 61 3800.00 3800.00 0.00 6312.00 D Mirs.
Mdisceilaneous’ Drums - Y . |
Bags - Jars’ Empty 200 200 ooo| o700 | [ ] |wes oz ] p____1]
Wooden Drum for Cable
Remarks (If Any): | |

- <+ Tools & Utilities

Check this for Delayed Entry: [ | Delayed Entry

Save Record | Exit

2. Select the Indent No., the
unit (In Rs.), Depreciation

Save Energy for Brighter Future..! |

form will be filled automatically, Enter the quantity to be issued, price per
Value (In Rs.) of each Item & Click on Save Record Button. After saving the

record, Print Gatepass Button will be enabled, click on this button to print Gatepass.

Developed By: Vivek Garg
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3. Indent will be closed automatically after issuing the complete quantity in the Indent. However, if you
want to close it before issuing the whole quantity, it can be done from Issue Goods Menu>> Thru
Indent Sub-Menu>> by clicking on the Open/ Close Indent.

Work: For issuing the material to any work, Open the Issue Goods Menu>>Thru Indent Sub-Menu>> Click

on Post Indent option.

1. Select the Work Option, Name of Circle/ Division/ Sub-Division, Type of Work and Name of Work.
2. Select Name of Indenting Person, enter Store Indent/ Requisition/ Challan No., date, approved by and
remarks (if any) & Save, as shown below:

LogOut | User Type: Store Munshi/ Store Keeperan Nigam Limited User Name: DIVISIONAL STORE, KATTHAL | ut

7+ %= Purchase Order
.. of» Recelve Goods "Entry of Indent for Issuing Goods™

. » Issue Goods Store Name: | DIVISIOHAL STORE, HAITHAL
: Thru Indent Issumg Goods To 1. Store '® 2. Work ) 3. Firm/ Supplier

Post Indent Circle: | Operation Circle Ambala Vl
Add Items in Indent

Division: | Ambala City XENOP %

Tssue Goods - -
| Sub-Division: | 500 Chaurmastpur S0 v
: -4 Open/ Close Indent = e 2 v
i 4 Shortage Type of Work: | ® Capital ) Maintenance
i L4 puntcatepass Select Work Name: | [309/AMB/2014-15] 27/0472015; Est. for reduction of linelosses of 11 KV Rasulpur feeder
1 4+ Tools & Utilities Name of Indenter: | Kamaljeet Singh [JE] v
=~ v Reports Indent’ Store Requisition’ r 1 T 1
allan No.: L | Dated: | | (DDMMYYYY)
e E—
Remarks (if any): | |
Save Indent

*Note: -After Saving the Indent, Click on Issue Goods=>thru Indent=>Add Items in Indent to Add Ttems in the Indent.

| Save Energy for Brighter Future..! |

3. Add Items in Indent process is same as explained above (From Store).
4. lIssue Goods process is also same as explained above (From Store).

Firm/ Supplier: For issuing the material to any firm/ supplier, Open the Issue Goods Menu>>Thru Indent

Sub-Menu>> Click on Post Indent option.

1. Select Firm/ Supplier Option, Select Name of Firm/ Supplier.

| Lg-“ggé | User Type: Store Munshi/ Store Keeper Welcome to InventorylUser Name: DIVISTONAL STORE, KATTHAL | L!_!§2!!! |

-+l Purchase Order
e e ue Goods "Entry of Indent for Issuing Goods"
-4 S S0 Store Name

| - Thru Indent Issuing Goods To: _'1. Store ) 2. Work (® 3. Firm/ Supplier

| [~ PostIndant Select Firm/ Supplier Name: | Bharat Petroleun Corporation Ltd. ~
{--% Add Items in Indent

Name of Indenter: | Suresh Kumar [AFM/ Incharge]
% Issue Goods <

1 Indent/ Store R i
L4 Opens Close ndent Challan Mo | | Datea[ ] (DDADLYYYY)
4 Shart
o Approveamy [
i -+ PrntGaterass
1 & Tools & Utilities Remarks (if any): [ |
+- <+ Reports Save Indent

*Note: -After Saving the Indent, Click on Issue Goods=>thru Indent>>Add Items in Indent to Add Items in the Indent.
| Save Energy for Brighter Future..! |

2. Select Name of Indenting Person; Enter Store Indent/ Requisition/ Challan No. & Date, Approved by
and Click on Save Indent Button.

3. Add Items in Indent process is same as explained above (From Store).

4. lIssue Goods process is also same as explained above (From Store).

Note: - All the Entries in the Stock Card/ Bin Card will be made automatically when you Issue the goods
from the Store.
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Sometimes during physical verification of the stock, some items are Found Short, and these are to be
taken on the stock card. The process for doing the same is explained below:

1. Open Issue Goods Menu>> Click on Shortage option, following screen will be displayed.

I LogOut | User Type: Store Munshi/ Store Keeperory Management System of Uttar Haryana Bijli Vitran Nigam LUser Name: DIVISTONAL STORE, KATTHAL | LogOut |
-+ Purchase Order =)
‘ . & Recelve Goods "\[aterial Found Short in the Store™
_:_ +2+ Issue Goods Store Name: | DIVISIONAL S5TORE, KAITHAL
| 4% Thru Indent Select Category: | Select One ~
il Select Sub-Category: | Select One |
% (et SataPass Select Trem Name! Size:  Select One
+- % Tools & Utilities -
[ e Quaniy Avadable [T
Quantity Found Short: [0 |

Price Per Unit (Rs.): |0 |
Place Misc. Adv. In Account of | SelectOne
Name of the Person: | Select One |
Order By: '—'||
ST —
vide Indent/ Order Date: [ (DDAMYYYY)
Remarks (if any): [ |

| Save Energy for Brighter Future..! |

2. Select the Category/ Sub-Category/ Name of Item found Short in the store, fill the other details and
click on Save Information button.

Note: - You may also need to print any old Gatepass; it can be done using the Print Gatepass option in Issue
Goods Menu. Enter the Gatepass Number and Click on the Print Button.

X X X--- The Process of Issuing the Goods is Complete Now ---X X X

Intercode Transfer Warrant

To transfer the Data from one stock card to another stock card (e.g.: from untested material to tested
material and convert to scrap etc.), we use the option of intercode transfer warrant.

1. Goto Tools & Utilities>> Click on Intercode Transfer Warrant option, following screen will appear:

LogOut | User Type: Store Munshi/ Store Keeperiaryana Bijli Vitran Nigam Limited User Name: DIVISIONAL STORE, KATTHAL | LogOut |

+-## Purchase Order
+ + Receive Goods "Intercode Transfer Warrant"

v~ o Issue Goods Store Name: | DIVISIONAL STORE, KAITHAL |
—+3 Tools & Utilitles From Category: | istribution Iranstormers ~|
§ [~ OpenNew Bin Card From Sub-Category: | New Transformer ~
| e - From Item Name! Size [ Seiect 0ne /| ET2321100
> A ew Sepplbes Quantity Available: [ ] Nos.
eSS veTIAY st s ben P o 3. i
Quantity to be Transferred: [0
|| % Cranoe Patnecd To Category: | Distribution Transformers ~|
+- % Reports -
To Sub-Category: | Damaged Transformers ~
To Item Name/ Size: | seicct one v | ET232410C
Transferred By: | |
Reason for Transfer: | |
Add to List
L T New T 100 N L T Damaged T: 100
1 KVA 4.00 Nes. Kva Delste
Transfer
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2. Select the Category/ Sub-Category/ Name of Item from which the material is to be transferred, and
Enter Quantity to be transferred.

3. Again Select the Category/ Sub-Category/ Name of Item to which the material is to be transferred, and
enter other details and click on Add to List button.

4. Create a list of items to be transferred from one stock card to another; you can also delete any wrong
entry made in the list before clicking on the transfer button.

5. After adding all the items click on the transfer button. The items will be transferred, and Print Warrant
button will get enabled automatically, Click on this button to print Intercode Transfer Warrant.

Note: You can also take a print of any previous intercode transfer warrant by click on the Tools &
Utilities Menu>> Print ICTW option.

Change Password

It is recommended to keep changing your password at regular intervals. To change your password,
Open the Tools & Utilities Menu>> Click on Change Password option:

= User Type: Store Munshi/ Store Keepengement System of Uttar Haryana Bijli Vitran Nigam Limited  User Name: DIVISIONAL STORE, KATTHAL | Lg-g!$ I
+++» Purchase Order
‘_ 3 Receive Goods "Change Password"
b 2+ 1ssue Gaods Uses Name:
=+ Tools & Utilities Enter Crarent Daceword sasssssssssssnnsas
i {~% OpenNew Bin Card
i 4 Add New Tbem in the Estimate Enter New P
; Q Intercode Transfer Warrant Tt e e

1 e Print ICTW
N — [ Save Energy for Brighter Future_.! ]

1. Enter your current password.
2. New Password, and Confirm new password again.
3. Click on the Save Button, your password will be changed.

Reports

Various Reports are available under the Reports Menu. You can view/ print the reports as and when
required. Selection Criteria is given for each report, you will have to select that criteria before getting the
report. Most of the Reports can be opened on Word/ Excel/ Pdf format. A screenshot of Reports Menu
available till date is attached herewith. However, the new reports will be available in the Reports Menu as per
the requirements.

1 LogOut 1 User Type: Store

+i- =3 Purchase Order
. I+ Receive Goods
Issue Goods

= Toolks 8 Utiities
~i- =t RepoOorts
i # WView Purchasae Ordars/ Receipt Status
Lo s Print Stock Coard
% Search An Item
o B Wiew Inwventory
- & Work-wise Material Issued/ Received Back
{8 WVWork-wwize Cost Abstract
@ List of Items Added
:---- L Store-—wise Cost of Inventory
U Report of Major Ttemms

. % Swub Category Wise Report of Major Itams
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Thanks
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