
Steps for Preparing a Works Bill

➢ PREREQUISITES:
1. DDO has to be onboarded on e-Proposal system.
2. AA Profile must be profiled in e-Proposal system.
3. Allotment in BEAMS as per Head of Account in the AA must be completed.
4. Generation of Payment Advice from e-Proposal system under the project must be 

completed.
5. Holding Account must be profiled in the e-Billing System for purpose of transfer of 

deduction to MMMRF.
6. Ensure that you have released project funds and assigned payment advice funds from the e-

proposal system to your desired Treasury DDO.

➢ Let us Assume you have to prepare a works bill for an amount of amount 10,00,000 with a 
taxable amount of 10,00,000.

➢ According to the rule, the GST TDS deduction amount would be 20,000.
➢ In addition to other deductions such as security deposit, income tax, etc. the total deduction 

amount would be 1,34,000.
➢ The net amount would then be 8,66,000.

➢ Note:
◦ For Running Bills, prepare the Work Order Entry only once.

▪ If Work Order Entry has already been prepared, continue with the pre-existing one.
◦ For First and Final Bills, prepare the Work Order Entry only once.
◦ Measuring Book Entries are required for audit purposes. If guidelines of the scheme exempt

Measuring Book Entry, then it can be skipped.



HOLDING ACCOUNT PROFILING

Note:
➢ THIS SECTION IS NECESSARY ONLY FOR DDOs NOT LINKED TO SHILLONG   

DISTRICT TREASURY. IF YOU ARE LINKED TO SHILLONG DISTRICT 
TREASURY, SKIP THIS SECTION.
◦ SHILLONG DISTRICT TREASURY - (Treasury Code 10)

➢ Holding Account must be registered first as a DDO payee.

➢ Log in as maker and navigate to Payee → Payee Registration.
➢ This page lists all payees registered but not yet forwarded to checker for verification.
➢ On the top right is a button ADD for adding new payees.



I. A modal will be displayed with entries for IFSC Code and Bank Account Number.
II. Enter IFSC Code and Bank Account Number and click on Check.

III. Once successful, a new modal will open with bank details like Bank Name, Branch 
Name, IFSC Code, Account Number.



IV. There is an input to select the payee type. Select type as DDO.
V. Enter other details such as Office, Address, GSTIN, PAN.
VI. Once completed, click on Save.
VII. The entry will be listed. Click on the Payee Code.
VIII. In the new page, select the Checker to Approve the Payee Registration entry and 

click on Forward.





➢ Now login as Checker and navigate to Payee → Payee Verification.
I. This page lists the payee entries pending for verification.
II. Click on the Verify button.
III. In the new page, the details of the Payee are listed.
IV. Click on the Verify button.



➢ Now login as DDO Admin and navigate to DDOadmin → DDO Profile.
I. There is a list here for DDO Holding Account Details.
II. There is a button to Change Status for the corresponding DDO Holding Account.
III. Click on Change Status to set the desired DDO account as holding account.

Note:

➢ Only one DDO Account can be set as Holding Account at a time.



WORK ORDER PREPARATION

➢ For our example, we have a project amount of 17,82,62,216.
1. The first step in the e-Billing system would be to prepare the Work Order details.

2. Once logged in, navigate to the module Work Order Preparation under Bill menu item on the 
sidebar.

3. You are now in the Work Order Preparation module. Here there will be a list of work order 
entries, if any have been prepared, as well as a button to navigate to a page to prepare a new 
Work Order Entry.



4. Once here click on the button NEW WORK ORDER.

5. This will navigate you to a page to enter the Work Order Entry details.

➢ Under heading PROJECT DETAILS, enter the Project ID in the field given, then click on 
FETCH.

➢ The details of the project will be populated.

➢ Once the details are displayed, click on the SAVE button.

➢ Once completed, the saved Project Details will be displayed.



➢ Scroll down to the AGREEMENT / WORK ORDER / SUPPLY ORDER DETAILS 
heading.

➢ You have an option to select if it is a single work order for the project

I. Selecting Yes will populate the Order Description with the entries saved from the 
Project Details.

II. Selecting No will enable you to enter your own Order Description.

➢ Once this is completed, you can now start entering the Order Entry details.

➢ Select the Type of Order: Work, Agreement or Supply.

➢ Enter the Order Number.

➢ Select the Order Date.

➢ Enter the Order Amount.

➢ If you selected No in the radio option given above for Single Work Order for the Project, 
enter the Order Description.

➢ Enter the Validity in Months value.

➢ Enter the Progressive Expenditure value, if it is a Running Bill.

I. For a First and Final Bill, enter the value 0.

II. This value of Progressive Expenditure is only for the previous bills, not for the current 
bill(s) to be prepared.

➢ Similarly, enter the Progressive Deduction value.

I. This value of Progressive Deduction is only for the previous bills, not for the current 
bill(s) to be prepared.

➢ Select the Declared Date entry.

➢ Select the Payee Type, the option here is Supplier / Vendor Contractor.

➢ Enter the Payee Name and click on the SEARCH button.



➢ A list of Payees will be displayed, with a checkbox to the left of the Payee Code.

➢ Check on the desired Payee.

➢ Once all these details have been entered, click on the SAVE button.

➢ The details of the Work Order Entry will be saved and displayed in a table under the Project
Details heading above.

➢ Scrolling to the right of each entry there will be a select input for the Checker user as well 
as a button to Forward the entry.

➢ Select the checker user to which the Order Entry will be sent for Validation.

➢ Once selected, click on the FORWARD button.

➢ Once successful, a success alert will be displayed.



6. This concludes the MAKER portion for Work Order Entry, now the checker user must validate 
the entries made and approve the entry.

7. Login to the application using checker email and password.

8. Once logged in, navigate to the module Work Order Approval under Bill menu item on the 
sidebar.

9. You are now in the Work 
Order Entry Approval module. Here there will be a list of work order entries pending for 
approval.

10. Select the Project ID of the entry for approval.

11. This will navigate you to a page to approve the Work Order Entry details.

➢ Once validation of the details has been completed, click on the APPROVE button.

➢ A success alert will be displayed.



12. This concludes the CHECKER portion for Work Order Entry, the work order is approved and 
can be used for Bill Preparation.



BILL PREPARATION

1. Login with the Maker and Prepare a new Bill.

2. First add the bill details 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

3. Next click on the NEXT button.



4. Now you are redirected to the Bill Entry Page.

5. Once you have been redirected to the Bill Entry Page, you can begin.

➢ Under Heading SANCTION DETAILS, we have an input to select Project ID.

I. Select it and the Project Details will be displayed.

II. Click on the SAVE button.

III. The Project Details will be displayed in an entry, with a DELETE button to the right.

IV. Below this, we have an input to select the Work Order.

V. Once selected, an entry for the Payment Advice will be displayed, showing Advice 
Number, Date and Amount, along with a SAVE and NEXT button.



VI. Click on the SAVE button, and after a success alert, the Payment Advice Details will be 
displayed with a DELETE and NEXT button to the right.

➢ Now that both the Project and Payment Advice Details have been saved, navigate to the 
WORK ORDER DETAILS heading.

I. Here we have an input to select the Work Order.

II. Once selected, an entry table will be displayed showing all the Work Entry details with 
options for Work Commencement and Work Completion. A SAVE button is located 
to the right.

III. Select the dates for Work Commencement and Completion, then click on SAVE.

IV. The details will be displayed, along with a DELETE button.



➢ Next navigate to the heading WORK ORDER MEASUREMENT DETAILS.

I. Here again we have an input to select the Work Order.

II. Again, an entry table will be displayed this time for the Book Measurement details.

III. Enter the Book Number, From Page Number, To Page Number and select the 
Measurement Date.

IV. Once completed, click on the SAVE button.

V. The details will be displayed, along with a DELETE button.

Note:

➢ Measuring Book Entries are required for audit purposes. If guidelines of the scheme exempt
Measuring Book Entry, then it can be skipped.



➢ Next navigate to the heading BILL DETAILS.

I. Here again we have an input to select the Work Order.

II. We have an entry table for the bill details.

III. Enter the Gross Amount, Deduct Amount.

1. Note that here you must enter the sum total of all deduction amounts.

2. Labor Cess Amount does not fall under total deduction amount.

3. Labor Cess Amount is part of the Gross Amount as it is paid to the account of the 
labor board.

IV. If a GST deduction is required, for the input of GST/TDS, select Yes and enter the 
Taxable Amount.

V. Similar to TR 29 bills, the system will calculate the GST deduction amount and save it.

VI. Once all details are entered, click on the SAVE button.

VII. The details will be displayed, along with a DELETE button.



➢ Next navigate to the heading ITEM DETAILS.

I. For Work Item details, we have two options:

1. Download a template csv file and enter the item details here.

2. Enter the item details manually in the Bill Preparation page.

II. Let us consider the first case.

1. A button to download the template .csv file is given.

2. You can use the template file to enter details for work item entries in the relevant 
columns: quantity (qty), unit, rate, item number, item description, gross amount, 
deduct amount, previous gross amount.

1. If you have existing excel files, convert them using this template file into the 
format available in the system.

3. Once entries are completed, save the file as .csv file type.

4. Now back to the application, we have to select the Work Order.

5. Once selected, select the Work Item Entry File with the input given.

6. Once completed, click on the Upload button to upload the file.



III. Let us consider the second case.

1. For entries that are few number, you can directly make entries in the application.

2. Here again we have an input to select the Work Order.

3. We have an entry table for the Work Items.

4. Enter the Previous Bill Gross Amount, Current Bill Gross Amount, Current Bill 
Deduct Amount, Item Number, Item of Work, Quantity, Unit and Rate 
accordingly.

5. Once entered, click on the SAVE button.

6. The details will be displayed, along with a DELETE button.



➢ Next navigate to the DEDUCTION DETAILS heading.

Note:

➢ Entries for Labor Cess, DMF, MMMRF are to be made here.  

I. We have an input table similar to one for regular bills.

II. Select the Work Order, Select the Receipt Scheme Major Head, Select the Receipt 
Scheme and enter the Amount.

III. Once done, click on the SAVE button.

IV. The details will be displayed, along with a DELETE button.



➢ Now the Bill Entry for the Works Bill is completed. Click on the Next button on the heading
below DEDUCTION DETAILS, then click on FINALIZE.

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

Note:
• This is a list of common receipt Heads:

1. 0406018000600 - Miscellaneous Forest Fee/Royalties (Forest Royalty)
2. 8443001030000 - Security Deposits
3. 8443001061301 - CEO MMMRFMA (MMMRF)
4. 8658001120100 - Tax deducted at source suspense (Income Tax)
5. 8658001390000 - GST – TDS
6. CESS – Labor Cess (Part of Gross amount)


