
Steps for Preparing a Medical Reimbursement Nil Bill

➢ Let us Assume you have to prepare a nil bill for a payee who took an advance amount of Rs. 
2,25,000. 

➢ Their total expenditure is Rs. 1,12,305. 
➢ The remaining amount of 1,12,695 is refunded via Challan.
➢ Let us also assume that the advance Bill was not prepared from e-Billing.

1. First add the bill details of the nil bill such as:

Major Head Scheme Code Object Head
Bill Type Bill Category TR Form

Type of Payee Bill for Payment To General/Sixth Schedule
Budget Type Particulars

2. Next click on the “Next” button.

3. On click of “Next”, a pop up appears requesting if Advance Adjustment is Required.



4. In this case, click “Yes”.
5. Next another query is displayed inquiring if the advance bill was prepared from e-Billing.

6. You can click “Yes”.
7. If you clicked on “Yes”, a list of inputs requesting details for the advance bill is displayed. Enter

the details being the:

Financial Year Treasury Code Advance Bill Voucher
Number

Advance Bill Voucher Date Treasury Bill Number

8. After entering the details, click on “Next”. You will be redirected to a new Page.
9. In case the advance bill was not prepared from e-Billing, click “No”, Then click on the “Next” 

button.



10. You will be redirected to a new page where you will have to enter the details of the Advance bill
such as:

Major Head Scheme Code Object head
Bill Type Bill Category TR Form

Type of Payee Bill for Payment To Particulars
General/Sixth Schedule Budget Type Medical Institution

Financial Year Treasury Code DDO Code
Net Amount Treasury Bill Number Voucher Number

Voucher Date



➢ For this case, the Net Amount value would be 225000.00
11. After entering these details of the advance Bill, next you will have to enter the payee of the 

advance Bill. 
12. Select the Payee Type from the input given, either Employee, Pensioner or Pensioner from 

Bank.
13. Next enter the name of the Payee (partial name or full name). Click on “Search”.



14. Next check-mark the entry you want by clicking on the check-box next to the Employee CODE
value.

15. After that is done, click on the “Next” Button in the bottom right.

16. Now you are redirected to a new Page.
17. In this new page, there is a question “Refund Challan Adjustment Required?”.

➢ For nil bills, the option to select here will always be “Yes”.
➢ For reimbursement bills, the option to select here will be “No”.

18. For our nil bill case, we will select “Yes”.
19. After selecting Yes, a new option to enter the Sanction Details will be displayed.
20. Enter the sanction details such as Sanction Type, Sanction Order Number, Sanction Date and 

Sanction Amount.
➢ This sanction amount is the amount of the advance bill.
➢ In out case here the amount to be entered would be 225000.00.

21. Once details are entered, click on “Save”. Then Click on “Next”.





22. A new option to enter Medical Reimbursement Details will be displayed.
23. Enter the details such as:

Sanction Beneficiary Medical Institution
Treatment For Family Member Patient Name
Amount.

➢ This amount will be the amount paid to the institution. In our case, the advance amount was 
225000.00 but the actual amount used was just 112305.00.

➢ Enter the amount 112305.00 here.
24. Once details are entered, click on “Save”. Then Click on “Next”.
25. A new option to enter Refund Challan Details will be displayed.
26. Enter the details such as Financial Year, Trea Code and Challan/Bill Number.
27. Once details are entered, click on “Fetch”. The required details will then be displayed such as:

Challan / Bill Number Challan Date Scheme Code
Scheme Name Challan Amount Beneficiary



28. Select the Beneficiary, then click on “Save” and then click on “Next”.
29. A new button in the bottom right called “Finalize” will be displayed. Click on this button.



30. Once done, the Bill Entry will be Finalized and a new page will be displayed. 
31. On this page, you can forward the bill to the Checker Level User.


